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DISCLAIMER

This employee handbook represents some of thertupersonnel policies
and procedures of Paulding County and is providegou solely for your

information. These policies and procedures areleumes only and the
County retains the absolute right to modify or sevithese policies and
procedures when they deem it necessary after camgplyith all applicable

State and Federal laws.

This handbook is not a contract of employment nboutd anything
contained herein be construed to represent an gmplat contract or any
aspect of an employment contract. No employeeaofdihg County has the
authority to bind the County to any terms or prans which are not
contained within this handbook or any subsequemmaiments nor does any
employee have the authority to bind the County ng anodification or
alteration of any terms and conditions containethis document.

The information contained herein is current ashaf tlate of publication,
March 11, 2008, but specific provisions may be rhedior repealed at the
discretion of the Board of Commissioners and/orGnel Service Board or
by subsequent local, state, or federal legislation.
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RESOLUTION

STATE OF GEORGIA

COUNTY OF PAULDING

WHEREAS, pursuant to the authority granted to the Board of Commissianfers
Paulding County by the Paulding County Civil Service System Act, the Bofrd
Commissioners of Paulding County, Georgia, did by resolution adopted JuB88,
establish a Civil Service system for the employees of Paulding County, and

WHEREAS, after careful study by the Board of Commissioners of Paulding Countty, a
after careful study and recommendation by the Paulding County Civikc8daiard, said
Board of Commissioners of Paulding County deems it in the bestantréaulding
County that the following amendments be made a part of the ciwicBeBystem of
Paulding County, which was adopted July 8, 1980.

NOW THEREFORE BE IT HEREBY RESOLVED that the following regulations be,
and hereby are, adopted by said Board of Commissioners.

Adopted this 28 day of May, 1987.
PAULDING COUNTY
BOARD OF COMMISSIONERS
Earl Duncan, Chairman

Roy Lee Strickland, Post 1
John A. Walton, Post 2
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DEFINITIONS

APPLICANT - Any person who has filed an application in adeoce with the provisions of
Chapter IV.

CIVIL SERVICE SYSTEM - Same as the Merit System.

CLASS - A group of positions (or one position) that hasilar duties and responsibilities,
requires like qualifications and can be equitaldgnpensated by the same range in pay.

COUNTY PERSONNEL CLERK - The person designated by the Board of Commisssoto
be the Clerk of the Civil Service System

DEPARTMENT HEAD - The head or other chief executive officers, blgatgver name
designated, of all departments of Paulding Coumthiether presently existing or hereafter
created.

ELECTED OFFICIALS - The elected officers of Paulding County.
EMPLOYEE - An occupant of a “position.”

FULL-TIME EMPLOYEE - An employee who works a minimum of thirty (3Q)uns per
week (excluding firefighters) or a firefighter winrks a minimum of forty (40) hours per week.

PART-TIME EMPLOYEE - An employee who, on a continuing basis, workegefethan thirty
(30) hours per week (excluding firefighters) or employee that is a firefighter working fewer
than forty (40) hours per week. A part-time empleyhall not be entitled to employee benefits,
such as insurance, retirement, vacation, or siaikdenor shall that person be under these rules
and regulations.

FULL-TIME HIRE DATE - The first date for which an employee draws salaxcluding
temporary employees, part-time employees, or profia@ty employees.

POSITION — A group of current duties and responsibilitissigned or delegated by the elected
official requiring full-time employment of one pers

SENIORITY - The length of service from each employee’s tdige date.

SUPERVISOR - The person immediately in charge of any emplayagroup of employees.
TEMPORARY EMPLOYEE - An employee hired for a specific job that hagrmnination of

six (6) months or less. A temporary employee shatlbe entitled to employee benefits, such as

insurance, retirement, vacation, or sick leave, stmll that person be under these rules and
regulations.
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Chapter |
GENERAL PROVISIONS

SECTION 1 — Purpose

It is the purpose of these rules to establish mhoes which will serve as a guide to
administrative action concerning the various pemgbractivities and operations. They are
intended to indicate the usual and most reasonaleihods for carrying out the work of the
personnel system.

The system shall be consistent with the followingritprinciples:

1. Recruiting, selecting, and advancing employeesherbasis of their relative ability,
knowledge, and skKill.

2. Establishing pay rates so that there is equal pagdual work.

3. Keeping and retaining employees on the basis of k@l they do their work,
correcting their work when it is not adequate, afisimissing employees whose
inadequate work cannot be corrected.

4. Assuring fair treatment of applicants and employgesll aspects of personnel
administration without regard to political affiliah, race, color, creed, national
origin or ancestry, age, sex, or religion.

SECTION 2 — Equal Employment Opportunity

It has long been the policy of the Paulding CouBbard of Commissioners to provide equal
opportunity to all candidates for employment and ab employees. All candidates for
employment and all employees shall be free froraraiisnation in employment because of race,
religion, color, sex, age, national origin, or dhigiy.

The policy applies to all terms, conditions andvigges of employment including, but not

limited to hiring, probation, training, placememdaemployee development, promotion, transfer,
compensation, benefits, educational assistancdalsand recreational programs, employee
facilities, termination and retirement.

It is also the policy of The Paulding County BoadCommissioners that it will not tolerate
verbal or physical conduct by any employee whictasses, disrupts or interferes with another’s
work performance or which creates an intimidatoffensive or hostile environment.

While all forms of harassment because of racegimi color, sex, age, national origin or

disability are prohibited, it is the County’s pglido emphasize that sexual harassment is
specifically prohibited. Each supervisor has goesibility to maintain the work place free of

any form of sexual harassment. Other sexually dséimg conduct, whether committed by

supervisors or non-supervisory personnel is alsbipited.

If you feel you are being discriminated againsharassed in any way please report this to your

Department Head, the Director of Human Resourcé®-gA3-7521), or the Commission
Chairman (770-443-7550.)
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You will not be penalized in any way for reportiimgproper conduct.
SECTION 3 — Positions Covered

The rules and regulations shall apply to all firlk¢ positions in the classified service of the
County who are under the merit system. The empl®yého are under the control of any elected
official shall not become part of the merit systantil an election if held by employees of the
department and more than fifty percent (50%) oféh@loyees in that department vote to come
under the merit system. The vote shall be cedtifig the elected official or his/her designate and
this certification shall be placed on the minutdstlee Civil Service Board. The County
Personnel Clerk position shall be under the Co@ityl Service System upon the certification of
any County department.

The following are not in the classified service afdhll not be placed under the Civil Service

Systems: All elected officials, all appointed memsbef boards, commissions and authorities, the
supervisors or heads or chief executive officersvhgtever name designated, of all departments,
whether presently existing or hereafter createsl Gbunty Attorney, the secretary to the Board of
Commissioners, temporary employees, part-time eyagl® and other expressly exempt by law.

SECTION 4 — Administration

A — The Civil Service Board shall have the respbitigt and authority for the interpretation,
enforcement and administration of these rules agdlations.

B — The Civil Service Board, with the advice andchgent of the Board of Commissioners, may
grant a variance for just cause and/or compellggsons. Such variances should benefit the
general welfare of the County business or Countyleyees.

SECTION 5 — Personnel Review or Civil Service Board

A — There is hereby created a Civil Service Boaithis Board shall be composed of three
citizens of Paulding County who are landowners, wh® not employees of Paulding County,
who have paid their taxes to date or have appdalkedame and who have been residents of
Paulding County for at least two (2) years immeshaprior to their selection.

B — Members of the Civil Service Board shall beestdd and appointed for a term of four (4)
years each and shall serve until their successersamed and qualified. Said members of the
Civil Service Board shall be selected and appoitneithe following manner: One member shall
be selected by the elected officers of PauldingnBgunamely: Clerk of Superior Court, Tax
Commissioners, Sheriff, Probate Judge, and BoarG@ahmissioners (all shall have only one
vote which may be cast by a majority of said Bdar@he person so elected by said County
officials shall be appointed to the Civil ServicedBd by the county governing authority. The
second member shall be selected by the employeRawdfling County (other than the aforesaid
elected officials) who are eligible to come undeg provisions of this Act and who are in the
employ of Paulding County is ratified by a majoriypression to the county governing authority
to their selection by appropriate petition/ballodahe person so selected shall be appointed by
the county governing authority after being advisédhe selection. The third member of the
Board shall be selected by the two (2) memberstaieby the elected officials and the full-time
County employees. The person selected shall beirsipg to the board by the county governing
authority.

Last updated 3/11/2008 6



No member of the Civil Service Board shall havedhgblitical office or have been a salaried
employee of Paulding County during the three (3ntns preceding his/her appointment. No
member of the Civil Service Board may be removednfioffice prior to the expiration of his/her

term except for cause after having been grantedtenand afforded a hearing before the
governing authority of said County. Prior to s&éaring, said member shall be notified by
registered/certified mail addressed to his/herdessie, as shown in the files of said governing
authority, at least ten (10) days before the datd® said hearing with written specification of

the charges against them.

The three (3) members shall designate one of theiber as chairman and one as vice-chairman.
Vacancies on the Civil Service Board shall be dili@ the same manner except the member
representing the county employees shall be selebjeé& majority expression of only the
employees electing to be covered and who are cduwraéhe Civil Service System and who are
in the full-time employ of Paulding County wheraifid such vacancies occur.

C — Members of the Civil Service Board shall bedpghie sum of twenty-five dollars ($25.00) per
diem, per meeting and/or for time actually devdtethe business of the Board.

D- It shall be the duty, function and responsipilitf the Civil Service Board to represent the
interest of the public in the improvement of persginadministration and the selection of
gualified personnel. All meetings of the Civil giee Board shall be held in offices provided by
the governing authority of Paulding County or isaurtroom of the Superior Court of Paulding
County. The county governing authority will progidiecessary clerical assistance to the board.
The Civil Service board will hold meetings as nasegg. All costs for salaries, expenses and
supplies for the establishment and operation ofdivé Service System and Civil Service Board
shall be borne by the county and paid out of thengpfunds as a cost of administration.

E — The duties of the board shall be as follows:

A — To hold public hearings regarding proposee@suind regulations and standards of
the Civil Service System and thereafter recommendhe governing authority of Paulding
County the adoption of rules and regulations aadddrds effectuating the Civil service System
established under this Act. Such rules and reiguisit shall include provisions for the
establishment and maintenance of job classificatiand compensation plans, the conduct of
examinations for appointment under the Civil SesviBystem, the certification of eligible
persons, appointments, promotions, transfers, denmtseparations, tenure, service ratings,
reinstatements, appeals and such additional régnkas may be deemed to be in the interest of
impartial selection of efficient personnel and imyEment of public administration. Such rules
and regulations when proposed by the Civil Seri@oard as aforesaid and approved and adopted
by the governing authority of Paulding county simwae the force of law and be binding upon all
department and offices of the county enumeratethénresolution creating the Civil Service
Board.

B — To conduct hearings and render decisions argels preferred against persons
employed in the several departments and officemdied in said Civil Service System and to
hear appeals from any employee who claims to haea bnproperly dismissed.

C — The Civil Service Board shall keep and maingi accurate record of minutes and

shall be furnished clerical assistance by the gomgrauthority to keep and maintain its minutes
and records.
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D — The Civil Service Board shall be authorized nbiake recommendations as to
amendments, additions to, and changes in said aniésegulations from time to time and when
said amendments, changes or additions are adoptetiebgoverning authority of Paulding
County, said amendments shall have the force ofdad/ be binding on all parties affected by
said Civil Service System. No changes in this &ebprocedure shall be made without the prior
approval of the Civil Service Board.
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Chapter I
CLASSIFICATION PLAN

SECTION 1 — Definition
The classification plan is the systematic grougnhgositions into appropriate classes.

A — A position is a group of currently assignediesitand responsibilities requiring the full or
part-time employment of one person. A position rbayccupied or vacant.

B — A class a group of positions (or one positithrat:
A — has similar duties and responsibilities

B — requires like qualifications
C — can be equitably compensated by the rangeayof p

C — The class title is the official designationr@ame of the class, and it shall be used on all
personnel records and transactions.

SECTION 2 — Use of Class Specifications

Specifications are to be interpreted in their etgirand in relation to others in the classification
plan. Particular phrases or examples are not tsdlated and treated as a full definition of a
class. Specifications are descriptive and exptagadf the kind of work performed and not
necessarily inclusive of all duties performed.

SECTION 3 — Maintenance of the Classification Plan

Periodically, the elected officials shall provide feview of the classification plan so that itlwil
reflect the duties performed by each employeeeércthssified service.

SECTION 4 — Allocation of Positions

After the establishment of a new position has kggproved by the Board of Commissioners, the
department head and/or elected officials shall subnposition description covering the duties
and responsibilities of each proposed positiomé&Qivil Service Board who shall investigate the
situation and allocate the position to one of tlesses in the plan. If a suitable class does not
exist, they shall adopt a new class to which thisitpn is allocated.

SECTION 5 — Allocation of Temporary Work

Elected officials and/or department heads may regemployees to perform duties above or
below their current classification assignments ttuevork loads. Employee vacations, training,
etc. Where practical such duties shall be divielggally among affected employees.

SECTION 6 — Classification Plan in Effect

The classification plan, when adopted, shall besictared a part of this section and shall have the
same force and effect as these personnel rulesegnthtions.
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Chapter I
SALARY PLAN

SECTION 1 — Compensation

This salary plan includes the adopted salary sdbeeghd the schedule of salary ranges consisting
of minimum, mid-point, intervening and maximum aahsalary ranges for the pay grades in the
classification plan.

SECTION 2 — Maintenance of the Salary Plan

This salary plan is intended to provide fair congagion for all jobs show in the classification
plan, considering the range of pay for other classates of pay for comparable services in
private and public employment in the area, costlidhg data, other benefits received by
employees, the County’s financial condition andigyland other factors. The Civil Service
Board shall periodically make or cause to be manheparative studies of all the factors affecting
the level of salary ranges. On the basis of caighs reached through such studies, they shall
make recommendations to the Board of Commissiofeerapproval of such changes in salary
ranges as are appropriate.

SECTION 3 — Entrance Salary

The minimum annual salary range established forptne grade for the position is the normal
hiring rate. Appointments under special conditiansl subject to the prior approval of the Civil
Service Board, may be made above the minimum ravguch action is determined to be in the
best interest of the County. However, no one mayrdhired in any department above the
minimum rate who has been previously terminatednfi©ounty employment for disciplinary
reasons or who has not complied with the provisiegsrding resignation as set forth in Chapter
VII, Section 4.

SECTION 4 — Promotion

When an employee is promoted to a new job with & pay grade, he/she shall have his/her
salary raised to at least the minimum annual sakange for the pay grade assigned to the job in
which such employee has been promoted. Promatioalsbe made as per Chapter V, Section 5.

SECTION 5 — Demotion

When an employee is demoted, he/she shall be paidade which is within the salary range for
the pay grade of the position to which he/she mated. When an employee is promoted as set
forth in section 4 above and then demoted, sucH@me’s salary shall be reduced the same rate
at which it increased pursuant to the promotion.

The rate of pay shall be set by the elected offama/or department head with the approval of the
Civil Service Board, taking into consideration tbiecumstances surrounding the reasons for
demotion.

SECTION 6 — Salary Reviews

A — Each classified employee of Paulding countyldte given a performance review upon the

satisfactory completion of the six (6) months ptaireary period and at least annually form the
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date of his/her probationary period completion @/Her last salary review date. All salary
reviews will be given with Employee Performance Agigals, as outlined in Chapter VI. Merit
increases shall be given upon completion of probaty period and annually thereafter unless
work performance merits more frequent increasamegss a disciplinary salary freeze action has
been taken as provided in Chapter VIII, Sectiopatagraph C, prior to the salary review date.

No employee shall be given a salary increase whidlhexceed the maximum salary range for
the grade assigned to the position.

SECTION 7 — Salary Plan in Force

When adopted, the salary plan shall be considengattaof this section and shall have the same
force and affect as these personnel rules andatgus.
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Chapter IV
RECRUITMENT AND SELECTION

SECTION 1 — Employment Opportunities

The recruitment, selection, appointment, and pramnobf employees shall be in such a manner
as to promote equal employment for all personsawitiregard to race, age, color, creed, sex,
national origin, political affiliation, disabilitypr veteran status.

SECTION 2 — Vacant Positions

Elected officials and/or department heads shalrdsponsible for notifying the County Civil
Service Clerk of vacant, or soon to be vacant tjprs that have been authorized by the Board of
Commissioners. The notification shall include theess title and salary range.

As far as practical, vacancies shall be filled gnpotion of employees of the County. All
vacancies above entry level of any occupationabgmy shall be announced to County
employees. A vacancy notice shall be posted foleas than five (5) work days in a specified
location for each department before the selectfanemployee. Employees desiring the posted
promotion shall notify the Civil Service Clerk aldected Official and/or Department Head of
their intention within the allotted time. ConsidBon shall be given to the most senior qualified
employee.

SECTION 3 — Recruitment for Vacant Positions

All full-time vacancies shall be publicized by theounty Civil Service Clerk by posting
announcements and by other means as the electaialofind/or department head deems
necessary. The announcements shall specify theatitl salary range of the vacant position, any
minimum qualification requirements, manner of makiapplication, the final date on which
applications will be received and other pertingribimation. Every reasonable effort shall be
made to publicize vacancies so that all interepgggons are informed and qualified persons are
attracted to compete.

SECTION 4 — Application Forms

Applications shall be made on Paulding County ajapibn forms, except for positions to be
filled in the Sheriff's Department, which will retja two application forms to be completed, a
regular Paulding County Application, and a Law Eoément Application. Such forms shall
include information covering training, experienaedeother pertinent factors. All applications
shall be signed by the person applying.

SECTION 5 — Procedures

The following procedures shall be used in fillingcant positions:

A — Applications will be received at the County Ciservice Clerk’s Office and forwarded to the
appropriate person, as outlined below.

B — The elected official and/or department head eaeh department shall determine the method

of examination of applicants for each class tifldne test conducted by the elected official and/or
department head, as approved by the Civil Servmard® may be written, oral, a demonstration

Last updated 3/11/2008 12



of skill, an evaluation of experience and educatora combination of these which shall fairly
appraise and determine the merit, qualificatioitag$s and ability of competitors. Such tests
shall be practical in nature and shall relate ® diaties and responsibilities of the position for
which the applicant is being examined.

C — Each applicant, after selection and prior tpleyment, shall be required to take a medical
examination by a physician selected and paid fdPéylding County.

D — The appropriate elected official and/or deparitrhead shall make the selection, and where
employment is under the Board of Commissioners,stiiection shall be submitted to them for
approval.

E — A physiological or psychiatric examination niag required prior to employment or during
the probationary period if the elected official forddepartment head is of the opinion that it is
required. The cost of this examination shall b par by the County.

SECTION 6 — Emergency Appointments

When an emergency involving the serious impairnaéithe public business makes it impossible

to fill a position in the County by normal proceduthe department head, subject to approval of
the elected official, may appoint any qualified gmr to such a position in order to prevent

stoppage of public business or loss or seriousiveoience to the public. Any such person shall
be employed only during such emergency and foriag&ot to exceed thirty-one (31) days.

SECTION 7 — Employment of Relatives

No relative of any Elected Official or any Civil &&e Board Member shall be employed in any
position with Paulding County. In addition, relas of county employees shall not be employed
if such employment will result in one relative snpsing another relative. Relatives of county

employees shall not be permitted to work in the esa®partment. If any relatives work in the

same department, at the adoption of this poliagir tturrent situation shall be excluded from this
provision of the policy.

For the purpose of this policy, the term “relativeiall mean wife, husband, mother, father,
brother, sister, son daughter, grandmother, grémelfa grandson, or granddaughter. Also
included are the step, half, and in-law relatiopshas appropriate based on the above listing.
Also included are others living within the same $ehold otherwise so closely identified with
each other as to suggest a family unit.

In the event of a marriage between two employeeth®fsame department, one employee is
required to make arrangements for a transfer omguhis or her resignation within thirty (30)
calendar days of such event. If no prior arrangesare made with the personnel department,
the employee hired last will forfeit their positiolny employee that is married or engaged to be
married to another employee, that works in the sdepartment at the time this policy is adopted,
shall be excluded form this provision of the policiffo apply for this exclusion any engaged
employee must notify the Personnel Department witifteen (15) calendar days of the adoption
of this policy.

Any county employee who is a relative of any Eldct@fficial or any Civil Service Board

Member at the time such official is elected or apgm to office may continue in his/her
employment with the County.
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SECTION 8 — Employment with the County

No employee shall have more than one (1) posititih Raulding County.
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Chapter V
PROBATION

SECTION 1 — Objective

The probationary period shall be regarded as agbdlte selection process and shall be used for
closely observing the employee’s work, for securthg most effective adjustment of a new
employee to his/her position and for rejecting amyployee whose performance is not
satisfactory. Employees serving their probatiorzegiod do not have appeal rights unless there
is alleged discrimination because of race, ageyrcareed, sex, national origin, disability, or
veteran status.

SECTION 2 — Duration

The probationary period shall be for a period af (§) months; however, if an elected official
and/or department head requests an extension tingviof an established probationary period
prior to fifteen (15) days before the expiratiome tCivil Service Board may extend the
probationary period of a particular employee upthee (3) months beyond the end of the
established period and so notify the employee itingr

SECTION 3 — Evaluation of Performance

During the probationary period, the employee’s super will tell the employee when he/she is
not performing satisfactorily. At least fifteensjldays prior to the expiration of an employee’s
probationary period, the elected official and/opai#ment head shall notify the County Civil
Clerk in writing whether or not an employee hass&attorily completed his/her probationary
period.

SECTION 4 — Dismissal

During the probationary period, the elected offiGgad/or department head may remove an
employee who is unable or unwilling to perform theies of the position satisfactorily or whose
habits and dependability do not merit his/her cardnce in the service. The elected official
and/or department head shall immediately reporh semoval to the employee stating his/her
reasons in writing with a copy to the Civil Servideard.

Employees serving their probationary period do m@te appeal rights unless there is alleged
discrimination because of race, age, color, setipma origin, disability or veterans status.

SECTION 5 — Promotional Appointments

The probationary period shall be used in conneatith promotional appointments in the same
manner as it is used for entrance appointmentan Employee is removed from his/her position
during his/her probationary period following a pmtion, he/she shall be entitled to general re-
employment rights in his/her former class, if thexex vacancy. Employees serving under this
section shall have appeal rights.
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Chapter VI
EMPLOYEE PERFORMANCE RATING

SECTION 1 — Objective

The Civil Service Board shall prepare a system dealuating the work performance of all

employees in the classified service. The purpdsthe employee performance rating shall be
primarily to inform employees of how well they grerforming their work and of how they can

improve their work performance.

SECTION 2 — Period of Evaluation

All employees shall be evaluated at the completiérihe probationary period and at least
annually from that date.

SECTION 3 - Performance Rating

Performance ratings shall be prepared on formset@rovided by the Personnel/Civil Service
Office by the immediate supervisor of each emploged reviewed by the appropriate elected
official and/or department head. An employee isupervisory position who is leaving the
position may be required to submit performancengation all the employees under his/her
supervision who have not been evaluated within grevious six-month period. The elected
official and/or department head shall furnish tmepeyee an official copy of the employee
performance rating form.

SECTION 4 — Review with Employee

The evaluator shall discuss each performance ratitigthe employee being evaluated. If any
employee disagrees with any statement containdasiner performance evaluation, he/she may
submit, within ten days following the conferencehwhis/her supervisor, a written statement
which shall be attached to the evaluation form ahdll become a part of the employee’s
permanent personnel file.

SECTION 5 — Rating Confidential
Performance ratings shall be confidential and shallmade available only to the employee’s
supervisor, or elected official and/or departmertady the employee evaluated or his

representative, the Civil Service Board, Board ofrnissioners, county attorney, and court of
law pursuant to a subpoena.
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Chapter VI
SEPARATIONS

SECTION 1 — Types of Separation

Separation of employees from positions in the diasisservice shall be designated as one of the
following and shall be accomplished in the mannedidated: resignation, compulsory
resignation, layoff, death, retirement and disnissa

SECTION 2 —County Equipment

At the time of separation and prior to final paymedl records, assets and other items of County
property in the employee’s custody shall be tramste to his/her elected officials and/or
department head and a statement setting forttatheuipment has been returned shall be signed
by the employee. Any amount due because of aah@idf equipment may be withheld from the
employee’s final check.

SECTION 3 — Rights of Employees

Employees who separate shall receive payment f@aahed salary, earned vacation and earned
sick leave subject to deductions as outlined irti®e of this Chapter.

SECTION 4 — Resignation

To resign in good standing, an employee shall gisitten notice to his/her elected official and/or
department head at least ten (10) working days poidhe effective date of his/her resignation.
Failure to comply with this rule shall be enterexdtle service record of the employee.

SECTION 5 — Compulsory Resignation

An employee who, without valid reason, fails toospo work for three (3) consecutive work
days without authorized leave shall be separataa the payroll and reported as a compulsory
resignation.

SECTION 6 — Layoff

The elected official and/or department head mayoffyan employee in the classified service
when it is deemed necessary because of shortdgads or work, or the material changes in the
duties or organization, or for related reasons tvidic not reflect discredit upon the service of the
employee. Such lay-off will abolish duties or witicorporate duties with another employee.
When any positions so vacated are reinstated, éngops removed, if available and able to
efficiently perform the duties of such position,alhbe first entitled to be restored to such
position, provided the employee has completed thesqgoibed probationary period. Job
performance and seniority will be the factors ited@ining which employees will be laid-off.

SECTION 7- Death
When a full-time employee dies while in the sena¢d’aulding County, all compensation due in
accordance with Section 3 of this chapter shalbdid to the estate of the employee. The estate

of the employee shall be paid the salary for tHarim® of the month in which the employee dies
or a minimum of two (2) weeks salary.
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SECTION 8 — Dismissal

An elected official and/or department head may disnan employee for cause as outlined in
Chapter VIII, Section 2. The employee shall banigled written notice of dismissal, stating the
reasons and the employee’s right to answer thegehar

If an employee wishes to appeal the decision ofeleeted official and/or department head,
he/she may do so by following the procedures cedlim Chapter 1X, Section 3.

SECTION 9 — Pregnancy

Pregnancy shall not be a cause for dismissal; heky&hen in the opinion of the elected official

and/or department head, the employee is not abperiorm her duties at an acceptable level of
performance, then the elected official and/or depant head may reclassify the employee to a
class requiring a similar salary if such vacancigtex If the elected official and/or department
head is unable to reclassify as set forth abows the provision of Chapter X, Section 12 shall

apply.
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Chapter VI
DISCIPLINARY ACTION

SECTION 1 — Types of Disciplinary Action

The following provisions shall govern disciplinaagtions affecting employees in the classified
service. An elected official and/or departmentchehall have the following alternatives for
disciplinary action; however, and employee may é&te appeal only in the event of suspension
without pay or dismissal from employment.

A — Reprimand: An elected official and/or department head madynsitia written reprimand to
an employee, when an oral warning has not resuitéte expected improvement or when a more
severe initial action is warranted. A copy of sueprimand shall be placed in the employee’s
personnel records.

B — Suspension An elected official and/or department head maycuse suspend without pay,
an employee in his/her department for up to ter) @dys. A written statement specifically
setting forth reasons for suspension shall be $hed to the employee and the Civil Service
Clerk.

C —Demotion, Freeze or Reduction in SalaryAn elected official and/or department head may
freeze the salary of an employee or reduce theysafaan employee within the range provided in
the pay plan, or demote the employee for cause ltavar class. A written statement of the
reasons for such action shall be furnished to thel@yee and the Civil Service Board.

D —Dismissal See Chapter VII, Section 8.

SECTION 2 — Reasons for Disciplinary Action

Listed below are some reasons which might be clwsdisciplinary action referred to in Section
1 of this Chapter, but disciplinary action is niatited to the offenses listed:

A — Being convicted of a felony or of a misdemeaineolving moral turpitude.
B — Excessive time not working when on the job.

C — Being absent without leave.

D — Excessive absences.

E — Abuse of sick leave.

F — Inefficiency, negligence or incompetence infglkeormance of duties.

G — Careless, negligent or improper use of Courtapgrty and/or equipment.
H — Willfully giving false statements to supervispofficials or the public.

I- Violations of written County ordinances, adminggive regulations or department rules.
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J — Being under-the-influence of alcohol or illegaligs when reporting to work or drinking of
alcoholic beverages or use of illegal drugs duvitogking hours.

L — Instigation of, participation in or leadershipa strike, work stoppage, slowdown or artificial
restriction of productive work.

M — Lack of personal hygiene or personal cleanBnes

N — Theft of County or employee property.

O — Failure to satisfactorily complete mandatenirgj in time allotted for position held.

SECTION 3 — Emergency Relieve from Duty

If it is determined to be in the best interestie County, a non-department head supervisor who
supervises an employee may relieve that employes &uty for disciplinary purposes. Relief
from duty shall be only form the time action istiaied by the supervisor until the beginning of
the employee’s next scheduled work period. Theewdgor shall report the action and

circumstances to the elected official and/or depent head who shall review the action and
initiate any further disciplinary action which mbg warranted.
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Chapter IX
GRIEVANCES AND APPEALS

SECTION 1 - Policy

The most effective accomplishment of the work & @ounty requires prompt consideration and
equitable adjustment of employee grievances. thésdesire of the County to adjust grievances
informally and both supervisors and employees ameeed to make every effort to resolve
problems as they arise. However, it is recognited there may be grievances which will be
resolved only after a formal appeal and review. Blmployee shall be disciplined or
discriminated against in any way because of useeofrievance procedure.

SECTION 2 — Definition

A grievance is a complaint made by an employee @wmeg his/her suspension from
employment without pay or his/her termination fremployment.

SECTION 3 — Appeals

Any full-time employee who is suspended without geym employment or terminated from
employment shall have the right to appeal thisoactd the Civil Service Board.

SECTION 4 — Procedures

Any full-time, classified employee shall have thght to appeal to the Civil Service Board,
providing the following provisions are fulfilled:

A — An employee shall first present his/her writggrevance to his/her immediate supervisor who
shall make careful inquiry into the facts and cinsances of the complaint. The supervisor,
department head or elected official shall atteroptesolve the problem promptly and fairly and
give the employee a written answer to said grieganc

B — An employee who is dissatisfied with the demisof his/her supervisor may submit his/her
written grievance within ten (10) working days @lling the receipt of his/her supervisor's
decision to the elected official or department hedthe elected official and/or department head
shall make a separate investigation and infornethployee in writing of his/her decision and the
reasons for it within ten (10) working days afteceipt of the employee’s grievance.

C — If the employee is dissatisfied with the eldotdficial’s and/or department head’s decision,
or he/she has been dismissed and has electedaalajectly to the Civil Service board:

1. He/She may obtain a review by the Board by submgjté written request within ten
(10) working days following the receipt of the dbt official’s and/or department
head’s decision or within ten (10) days of disnlisishe/she has been dismissed and
has appealed directly to the Board.

2. The Civil Service Board shall make such investmgatand conduct such hearings as
deemed necessary and shall, within ten (10) workiags after the receipt of the
employee’s request for review, inform the employreevriting of its findings and
decision. If the employee has directly appealedhler dismissal to the Board, then
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the Board shall have a hearing and make a detetionaithin forty-five (45) days
of the date the appeal was filed.

3. If the Civil Service Board finds that the actionngglained of was taken for any
religious, racial, national origin, sex, age or mamit reason, the employee shall be
reinstated to his/her position without loss of @ad/or in the case of reprimands,
direct the removal from employee’s personnel regord

D — The employee shall have the right to a fair emgartial hearing and may be represented by
counsel of his/her own choosing at his/her own egpe at such hearing. The Civil Service
Board may direct elected officials, department Iseamployees and /or former employees to
attend such appeal hearings, or give depositionsrder to render fair and equitable decisions,
provided such hearings are held at times that matl create undue hardships upon the normal
operation of County business.

E — These provisions do not apply to persons disgdisrom any department due to curtailment
in funds, reduction in staff or abolition of thévjbeld by the employee.

F — The Civil Service Board may review and cite action taken contrary to the rules set forth
in this procedure.

G - The decision of the Civil Service Board sha#l binding upon the elected official or
governing authority on the disposition of all giaeees.
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Chapter X
ATTENDANCE AND LEAVE

SECTION 1 — Hours of Work

The work schedule for each department shall bebksited by the elected official and/or
department head.

SECTION 2 — Overtime

A — Any overtime worked must have the prior apptafahe elected official and/or department
head. Overtime on an extended basis must also hlaweapproval of the Board of
Commissioners. Employees shall receive compemsédioovertime in the form of overtime pay
or compensatory time off.

B — All overtime worked or compensatory time earméltlbe paid and/or accumulated as per the
Federal Fair Labor Standards Act.

C — Overtime shall be divided equally among afféceamployees. Draft overtime may be
required form the least senior affected employ&amployee refusal of draft overtime may be
disciplined per Chapter VIII.

SECTION 3 — Holidays

A — The following holidays have been designatedpasl holidays for Paulding County
employees. The holidays are subject to changeiti@aidand/or deletion by the Board of
Commissioners.
1. New Year's Day
2. Martin Luther King’s Birthday
3. Good Friday
4. Memorial Day
5. Independence Day
6. Labor Day
7. Thanksgiving Day
8. Day after Thanksgiving
9. Christmas Eve
10. Christmas Day

B — To receive holiday pay, an otherwise eligibiepboyee must be at work, or on an authorized
absence, on the employee’s work days immediatelggaling and immediately following the day
on which the holiday is observed by the Countyarfemployee is scheduled to work on the day
on which the holiday is observed they must be akwioat day or be on an authorized absence.
If an employee is absent on any of these days Bedaailillness or injury, the County reserves the
right to request a doctor’s certificate or otheculmentation of the illness or injury and to dock
the employee for the missed work time if properutonentation is not provided.

C — Part-time and temporary employees shall ngtaie for observed holidays not worked.

D — Employees on leaves of absence are not eligplaeceive holiday pay.
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E — A holiday that occurs on a Saturday will beestsed the proceeding Friday. A holiday that

occurs on a Sunday will be observed the followingnillay unless otherwise designated by the
Board of Commissioners. Only the actual day ofttbkday will be recognized as the holiday for

emergency services shift personnel.

F — Full-time personnel required to work on theuatday of the holiday shall be compensated
for the hours worked on the holiday and shall nex¢iie approved holiday pay.

G — Any employee whose regular day off coincidethwi holiday shall be paid straight time for
the holiday.

H — Full-time employees shall be paid eight hoordiolidays.

SECTION 4 — Vacation Provisions

A — Regular full-time employees are eligible toreand use vacation time as described in this
policy. Vacation time off with pay is intended poovide opportunities for rest, relaxation, and

personal pursuits, and employees are urged to énaiiselves of vacation periods.

B — Eligible employees will receive vacation betgeéfis follows. Upon successful completion of

the initial probationary period, an employee wi# bredited with forty (40) hours of vacation
leave; thereafter, vacation will be credited orearployee’s anniversary date as follows:

Anniversary Date Vacation Credited
1 40 hours
2,3,and 4 80 hours
5,6,7,8 and 9 96 hours

10 and Beyond 120 hours

C — To establish an equitable vacation accrual fete24 hour shift work (i.e., firefighters),
employees scheduled to work 106 hours per pay gevilh receive vacation benefits as follows.
Upon successful completion of the initial probaéipnperiod, an employee will be credited with
fifty-three (53) hours of vacation leave; theregfteacation will be credited on an employee’s
anniversary date as follows:

Anniversary Date Vacation Credited
1 53 hours
2,3,and 4 106 hours
5,6,7,8,and 9 128 hours

10 and Beyond 160 hours

D — For purposes of vacation accruals, the anraverdate is based on the employee’s most
recent hire date. Employees who are rehired aftereak in service must start over with their
vacation accrual process. An employee’s anniverdate may be extended for any significant
leave of absence other than military leave of atxsem Family Medical Leave. (See individual

leave of absence policies for more information.)

E — Request for leave. Leave must be accrued fariose. A request for vacation leave must be
submitted in writing in advance to the employe@'sriediate supervisor. Leave may be taken
only after approval of the employee’s elected @fiand/or department head. Requests are
subject to approval or disapproval by the immedsatgervisor, elected official and/or department
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head and will be reviewed based on a number obffscincluding business needs and staffing
requirements.

F — Paid vacation time can be used in minimum imergs of one hour. Vacation time off is paid
at the employee’s base pay rate at the time oftiaca It does not include overtime or any
special forms of compensation such as incentiveshifir differentials.

G — An employee absent without approval for the o$eaccrued vacation leave will be

designated as being on unauthorized leave withaytgven though the employee may have
sufficient accrued leave to cover the absence. eAdms of this type may be grounds for
disciplinary action up to and including dismissal.

H — Reimbursement in lieu of vacation leave. Twpee calendar year, an employee who has
completed his/her initial probationary period maguest pay in lieu of sick and/or vacation
leave. Such requests must be made in writing amwingted to Finance. Requests will be
fulfilled in conjunction with processing biweeklyaproll. Requests received in the Finance
Department by the close of business on the Friday po a payday will be fulfilled with the
following week’s payroll.

| — Maximum accumulation. Accrued but unused viacabalances, not to exceed twenty (20)
days/160 hours, may be carried forward form oneivansary year to another. Employees
scheduled for 24 hour shift work/ 106 hours per pasiod (i.e., firefighters) may carry forward
213 hours from one anniversary year to anothereMthe employee uses paid vacation time and
brings the balance below the maximum, vacationuatexill begin again.

J — Payment for unused leave. Upon terminatioerployment, employees will be paid for
unused vacation time that has been earned thringglagt day of work.

SECTION 5 — Sick Leave Provisions

A — Regular full-time employees are eligible forigpsick leave benefits as described in this
policy. Sick leave benefits are intended solelpitovide income protection in such cases and my
not be used for any other absence.

B — Eligible employees may request use of paid $&dve after completion of the initial
probationary period and can use sick leave bengfit@an absence due to their own illnesses,
injury, or medical examinations/treatments or thoka family member (spouse, parents or step-
parents, brother or half-brother, sister or hadtesi son or daughter including step-children,
father-in-law, mother-in-law, grandparents, or giamldren.) Paid sick leave must be accrued
prior to use.

C — Eligible employees begin to accrue sick leaweédiately upon employment at the rate of 96
hours per year (8 hours following every full mooftservice.)

D — To establish an equitable sick leave benefit Z8 hour shift work (i.e., firefighters),
employees scheduled to work 106 hours per pay ¢hdrégin to accrue sick leave immediately
upon employment at the rate of 128 hours per yEau66 hours following every full month of
service.)

E — Reporting sick leave. When possible, a regioesick leave should be submitted in writing
in advance to the employee’s immediate supervi&mnployees who are unable to report to work
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due to illness or injury should notify their direstipervisor of the reason for such use of sick
leave prior to the scheduled start of the workdayogsible. If this is not possible, the employee
shall see that the absence is reported withinytid®) minutes after the scheduled time to report
for work. An employee must adhere to the samequioe for each additional day of absence.
Failure to properly notify your supervisor may lase for denial of sick leave with pay.

F — Paid sick leave can be used in minimum incrésnehone hour. Sick leave is paid at the
employee’s base pay rate at the time of use. ds ¢hmt include overtime or any special forms of
compensation such as incentives or shift diffeedsuti

G — Doctor’s certificate. A doctor’'s statement ifygng the medical necessity for absence,
including its beginning and expected ending dataeg be required by the elected official and/or
department head to substantiate leave requedisefdollowing reasons:

1) If an employee is absent for three or more consexdays due to illnesses,
injury, or medical examinations/treatments;

2) A request for sick leave while on holiday or vacatieave;

3) Sick leave of any duration if absence from dutyuredrequently or habitually provided
that an employee has been notified that a cert#ieall be required.

H — Before returning to work from a sick leave aixse of five (5) calendar days or more, an
employee must provide a physician’s verificatioatthe or she may safely return to work.

I — An employee absent without approval for the ofaccrued sick leave will be designated as
being on unauthorized leave without pay even thbhghemployee may have sufficient accrued
leave to cover the absence. Absences of thismyge be grounds for disciplinary action up to
and including dismissal.

J — Reimbursement in lieu of sick leave. Twice palendar year, an employee who has
completed his/her initial probationary period maguest pay in lieu of sick and/or vacation
leave. Such requests must be made in writing, gtdaito the Finance Department through the
employee’s direct supervisor, and elected offigall/or department head. Requests will be
fulfilled in conjunction with processing biweeklyaproll. Requests received in the Finance
Department by the close of business on the Fridé&y po payday will be fulfilled with the
following week’s payroll.

K — Maximum accumulation. Accrued but unused $ezve balances, not to exceed sixty (60)
days/480 hours, may be carried forward form onerwidr year to another. Employees scheduled
for 24 hour shift work/ 106 per pay period (i.acefighters) may carry forward 638 hours from
one calendar year to another. When the employes paid sick time and brings the balance
below the maximum, sick leave accrual will begimiag

L — Payment for unused sick leave. Upon termimatid employment, an employee who has

successfully completed his/her initial probationgsriod will be paid for unused sick time that
has been accrued through the last day of work.
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SECTION 6 — Worker's Compensation

Employees are covered under the provisions of tbeké&/’s Compensation Act. If an employee
is injured while on the job, such an injury must teported to the elected officials and/or
department head immediately with such informatienfa@lows: the date and time of injury,
details of accident or injury, name and addresatteinding physician and name of hospital in the
event of hospitalization.

SECTION 7 — Temporary Disabilities not Covered by Wrker's Compensation

An employee who becomes temporarily disabled aeddibability is not covered by Worker’s
Compensation may be allowed to exhaust sick leadevacation leave which has accumulated to
the date of disability.

SECTION 8 — Funeral Leave

Funeral leave with pay of up to three (3) workiraysl per year shall be granted for absence from
duty of employees in the event of death in the inliste family. Immediate family means the
following: husband, wife, parents or step-parebtsther or half-brother, sister or half-sistem so
or daughter including step-children, father-in-laagther-in-law, grandparents or grandchildren.

SECTION 9 — Military Leave

A — Any full-time employee who is inducted or etdisn the military forces of the United States
shall be placed on military leave without pay; siedve to extend through a date sixty (60) days
after he/she is relieved form service. If withuck period he/she applies for reinstatement and
reports for duty accordingly, he/she shall be taitesl with like seniority, status and pay to
his/her former position or to a comparable positafnwhich he/she is qualified, unless the
employer’s circumstances have so changed as to iniaeossible or unreasonable to do so.

B — Every full-time employee shall be paid his/kalary or their compensation as such employee
for any and all periods of absence while engagetdrperformance of ordered military duty, and
while going to and returning from such duty, noteeding a total of thirty (30) days in any
calendar year and not exceeding thirty (30) dayaminone continuous period of such absence.

SECTION 10 — Civil Leave

An employee shall be given time off with pay, foick time as is actually required by the Court,
when performing jury duty or subpoenaed to appedore any public body or commission. If
such employee received payment for services, hestshi be required to endorse such payment
over to the County or to have equivalent deducti@de from his/her regular rate of pay. Such
leave will not be charged against the employeetsitran leave.

SECTION 11 - Leave of Absence Without Pay
Leave of absence, without pay, may be granted temaployee upon his/her elected official’'s

and/or department head’s approval for a periodtaaxceed six (6) consecutive months. No
accrual or privileges or benefits are allowed foreaployee who is on leave of absence.
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SECTION 12 — Personal Leave
Effective Date: 1/1/2000; Revised 3/11/2008

A — Personal Leave is an all purpose time-off policy for elggéiployees to use for
vacation, illness or injury, or personal business. Regular full-¢imgloyees are eligible
to earn and use Personal Leave as described in this policy.

B — Eligible employees will be credited with-thi&-daysiwety-four{24) four (4) days/thirty-
two (32) hours of Personal Leave on January 1st of each yR&VISED 3/11/2008)

C — To establish an equitable Personal Leave lidoeR4 hour shift work (i.e., firefighters),
employees scheduled to work 106 hours per pay ghenitl be credited with-four{4)-daystthirty
two-(32)-heurdive and one-quarter (5.25) days/forty-two (42) hours of Personal Leave on
January 1st of each ye@REVISED 3/11/2008)

D — An employee must successfully complete hisiigal probationary period before Personal
Leave can be used.

E — Request for leave. Leave must be accrued fariose. A request for Personal Leave must be
submitted in writing in advance to the employeesnediate supervisor. Leave may be taken
only after approval by the employee’s elected @fiand/or department head and will be
reviewed based on a number of factors, includirgifass needs and staffing requirements.

F — Personal Leave can be used in minimum increggnagnone hour. Personal Leave is paid at
the employee’s base pay rate at the time of uséods not include overtime or any special forms
of compensation such as incentives or shift diffeads.

G — An employee absent without approval for the afsPersonal Leave will be designated as
being on unauthorized leave without pay even thahghemployee may have sufficient accrued
leave to cover the absence. Absences of thisnyge be grounds for disciplinary action up to
and including dismissal.

H — Personal Leave must be used in the calendarcyedited; unused Personal Leave balances
will be forfeited at close of business on Decengftof each year.

| — Employees cannot receive pay in lieu of usiegsBnal Leave.

J — Payment for unused leave. Upon resignaticeramination of employment, employees will
not be paid for unused Personal Leave.
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Chapter XI
ETHICS AND CONDUCT

SECTION 1 — Confidential Information

An employee may not directly or indirectly make wéer permit others to make use of, for the
purpose of furthering a private interest, configntinformation acquired by virtue of
employment with Paulding County.

SECTION 2 — Gifts and Gratuities

An employee shall not accept gifts, gratuitiesaanis from organizations, business concerns or
individuals with whom he/she has official relatibis on business of the County government.
These limitations are not included to prohibit #ueeptance of articles of negligible value which
are distributed generally, nor to prohibit emplaydeom accepting social courtesies which
promote good public relations, not to prohibit eaygles from obtaining loans from regular
lending institutions. It is particularly importarthat inspectors, contracting officers and
enforcement officers guard against relationshipscwimight be construed as evidence of
favoritism, coercion, unfair advantage or collusion

SECTION 3 — Political Activity

Employees of Paulding County are encouraged toceseetheir right to vote, but no employee
shall make use of County time or equipment to ajobbtical candidate, party or cause. No
employee shall use a County position to influeoerce or intimidate any person in the interest
of a political candidate, party or cause. Emplayskall not publicly support, endorse or work
for the election of any person running for a PaxgdCounty elected position. An employee
violating this section shall be dismissed as sehfim Chapter VII, Section 9.

SECTION 4 — Public Office

A - No employee of Paulding County shall hold paldifice in, nor membership on, nay political

subdivision in Paulding County. Political subdiwis shall mean the following: The County; any
municipality; the Board of Education; or authorty commission set up under the laws of the
State or County.

B — Any employee who qualifies for public officerfany municipal, County or Board of
Education post shall immediately resign. Failuserésign upon qualification shall result in
dismissal.

SECTION 5 — Paulding County Dress Code

A — Appearance is an important part of communitiatrens. It is not only important that
employees be courteous and efficient, but that @iey contribute favorable to the County’s
image through proper dress and personal groomimgployees should appear on the premises
appropriately and modestly dressed, neat and éteg@erson and in clothing that is devoid of
unpleasant perfumes and body odors.

B — Elected officials and/or department heads slesliablish guidelines for the various
departments.
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Chapter XII
GROUP INSURANCE

SECTION 1 - Insurance

Each employee covered under this procedure shall have his/her indigohug
insurance paid for by the County. Any dependent insurance desired by phey/ean
shall be at his/her own expense.
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Sexual Harassment Policy

It is the policy of Paulding County to prohibit s harassment of our employees. This

prohibition applies to all employees, including até=l officials, department heads, and

supervisors, and even outsiders and vendors. nibtishe purpose of this policy to intrude upon

the personal lives of our employees or to interfeith social relationships. Nevertheless, sexual
harassment has no place at Paulding County andneillbe permitted. Sexual harassment
includes not only unwelcome or offensive sexualambes and requests for personal favors, but
also other verbal or physical conduct of a sexadlire, such as, uninvited touching or sexually
related comments of any kind.

Any employee who believes he or she is being stdgeto sexual harassment by anyone
connected with his or her work is encouraged tomejhe matter promptly to the Personnel/Civil
Service Office. All matters discussed will be ddehtial and every attempt will be made to
handle this sensitive subject without embarrassment

Violation of this policy by any Paulding County eloypee can result in discipline up to and
including immediate discharge. We have a pleasamking atmosphere here at Paulding
County, and we want to keep it that way by ensutirad all employees are treated with mutual
consideration and respect.



Non Harassment Policy

PURPOSE:
To provide a policy that prohibits harassment anoc@dures to enforce the policy that are
consistent with the guidelines established by thedt Employment Opportunity Commission.

SCOPE:
Board of Commissioners’ Employees

POLICY:

The Paulding County Board of Commissioners doesandtwill not tolerate harassment of our
employees. The term “Harassment” includes, buabislimited to, slurs, jokes and other verbal,
graphic, and physical conduct relating to an irdinal’'s race, color, sex, religion, national origin,
citizenship, age, veterans status or disabilityHarassment” also includes unwelcome or
offensive touching, and other unwelcome verbalplig or physical conduct of a sexual nature.
We will not permit sexual harassment - subjectimpl®yees to unwelcome sexual conduct as a
condition of employment.

VIOLATION OF THIS POLICY WILL SUBJECT AN EMPLOYEE TO
DISCIPLINARY ACTION, UP TO AND INCLUDING IMMEDIATE
DISCHARGE.

PROCEDURES:

If you feel that you are being harassed in any Wwgya co-worker or by an employee of a
customer or vendor, or member of the general pupdic should notify your supervisor or
department head/manager immediately. The mattémbeithoroughly investigated and, where
appropriate, disciplinary action will be taken. Amployee that feels that his/her complaint
concerning a co-worker, a contractor, vendor, omimer of the general public has not been
handled to his/her satisfaction should contactReesonnel Director immediately. You should
also be aware that no supervisor or other membeanarfagement is authorized to make any
employment decision whatsoever because of an emgl®wubmission to or rejection of sexual
conduct or advances. No supervisor or other mewb@anagement has the authority to suggest
to any employee that the employee’s continued eynpémt or future advancement will be
affected in any way because the employee enterysintefuses to enter into any form of sexual
or other personal relationship with the supervisomember of management. No supervisor or
member of management may coerce an employee is¢xwal relationship and then reward the
employee. No supervisor or manager may take disaiy action against an employee or deny a
promotion, transfer, award, etc. to an employeabse he or she has rejected sexual advances.

If you believe that a supervisor or member of mamagnt has acted inconsistently with this
policy, if you are not comfortable bringing a cowpk regarding harassment to your immediate
supervisor or if you believe that your complainhcerning a co-worker or an employee of a
customer or vendor has not been handled to yoisfaetion, please immediately contact the
Director of Human Resources at 770-443-7521 oCiwamission Chairman at 770-443-7550.

You will not be penalized in any way for reportingnduct that you feel may be in violation of
this policy.

Please do not assume that the County is awareusfproblem. It is your responsibility to bring
any complaints or concerns to the County’s attensio that they may be resolved.



Family and Medical Leave Policy

The Family and Medical Leave act of 1993 and pertinDepartment of Labor regulations
regulate the provisions of this section as they rhaypromulgated. The county specifically
reserves the right to add to, change or abolistpthbeisions of this section, in whole or in part,
based upon pertinent action by any appropriatelitiye, judicial or regulatory authority.

A. Eligibility and Reasons Granted

Eligibility

The provisions of this policy apply only to thosa@oyees who have been employed for at
least twelve months (such twelve months of emplaynimes not have to be consecutive)
and who have provided at least one thousand twdredrfifty (1250) hours of service during
the twelve (12) months before any leave is reqdeste determining the hours worked, paid
leave, such as vacation, sick or compensatory lsavet included.

The County will grant up to a total of twelve (12yrk weeks of Family and Medical Leave
Act (hereinafter FMLA) leave to any eligible empé®yduring any twelve (12) month period
for one or more of the reasons listed below. Weve (12) month period for the purposes
of this policy will be calculated on‘@olling ” year. This means that the twelve (12) month
period will be measured from the date an employe# fises any FMLA Leave. If the
employee has taken leave during the twelve- (12)thmimmediately preceding a request,
he/she is only entitled to take leave based onramaining time for that twelve (12) month
period.  However, employees are required to firse any accrued vacation, sick, or
compensatory leave for all or part of this twel{2) week period. When paid accrued leave
is used by an employee in lieu of unpaid FMLA lgahe County will only provide sufficient
unpaid leave to total twelve (12) work weeks in tlesignated twelve (12) month period of
time.

Reasons Granted

e The birth of a newborn child, adoption of a chitd, receiving a child for foster care.
Leave must be completed within twelve (12) montfigrathe birth, adoption, or
placement.

e To care for an immediate family member (spousddatni parent) with a serious health
condition. A qualifying child must be under eighie€l8) years of age, or if older,
incapable of self care because of a mental or palsiisability. Leave for any other
relatives or for any other individuals who may bpaat of an employee’s household is
not authorized by this section.

e Serious personal medical condition making the eyg#aunable to perform the essential
functions of his/her job.

B. Definitions:

For purposes of this policy, @arent includes only a biological parent or an individwadio
stands or stood in loco parentis to the employeenvthe employee was a child. Parents-in-
law are not included.

For purposes of this policychild includes biological children, adopted childrenstéy
children, step children, legal wards or a childaof employee standing in loco parentis and
the child is under age eighteen (18) or age eigh(®8) or older and incapable of self care
because of a mental or physical disability.



For purposes of this policgpousemeans a husband or wife as defined or recognizddrun
state law for purposes of marriage in the stateravttee employee resides, including common
law marriage states where it is recognized. Doimgsartners are not eligible for the
provisions of this section.

For the purposes of the policy sefious medical condition” means any physical or mental
condition that involves:

. Any period of incapacity resulting in inpatient pdal care; or

. Any period of incapacity lasting more than thre¢ ¢alendar days that also
involves continuing treatment by a health care g or

. Continuing treatment by (or under the supervisifjrachealth care provider for a

condition that, if not treated, would likely result a period of incapacity
exceeding three (3) days.

. Procedures:

Employees must give thirty (30) days notice forraljuests for leaves of absence for any
planned medical treatment. If the employee failggive thirty (30) days notice for any
planned medical treatment, with no reasonable extarsthe delay, the County may deny the
taking of FMLA leave until at least thirty (30) dawfter the date the employee provides
notice to the Human Resources Department or Depattidanager of the need for FMLA
leave.

All requests for FMLA leave for the serious medicalndition of the employee, spouse,
parent or child must be substantiated by a healtd provider’s certification of the existence
of such medical condition.

The employee is required to provide the Human RessuDepartment on the beginning day
of the sixth and twelfth week of FMLA leave, a raification by the health care provider of
the status of the employee’s, spouse’s, parentshidd’s serious medical condition, and a
written statement by the employee as to his inb@nto return to work. If the employee’s
FMLA leave is intermittent or a reduced schedulewafrk, the employee shall provide
required recertification and a written statementiragént at such time as the employee’s
accumulated FMLA leave totals six (6) weeks andie¢12) weeks.

The county reserves the right to temporarily transin employee on intermittent leave or a
reduced schedule of work to an alternative positiwith equivalent pay and benefits, that
better accommodates the recurring periods of |daeter than the employee’s regular
position.

If a husband and wife are employed by the Couraghes entitled to twelve (12) workweeks
for his/her own iliness or the illness of a childlowever, the twelve- (12) workweeks must
be split between them if the illness is that ofréhbof a child or placement of a child with the
employee for adoption or foster care.

The employee is required to keep the Human Ressubapartment advised of his/her
current address at all times.

. Employee Benefits During FMLA.:

Health Insurance

The County will provide and pay for the same grbweplth care coverage during the FMLA
leave in the same manner as for active employAsdong as the employee is receiving paid
leave, deductions for all health and life insuranogerage will continue as usual, with the
County paying the employer’s portion of the premsunif the FMLA leave is not paid leave

or if paid leave expires during the period of FMIlgfave, the County will continue to pay its



portion of the premiums as long as the employeeeméiknely monthly payments for his/her
share of the premiums during the FMLA leave. H #mployee elects not to return to work
after the FMLA leave, the County will initiate peedings to collect the County’s portion of
the premium paid during the leave. The County wit collect such premiums if the

employee fails to return to work after the FMLA Veadue to a continuation, recurrence or
onset of the medical condition or other circumseasnaffecting the employee or other family
members which are clearly beyond the employee’srabn

Supplemental Policies

The employee may elect to continue coverage ofChenty’s supplemental life insurance
benefit. The employee is responsible for timelyrpant of all premiums. The employee is
responsible for timely payment of all premiums &y supplemental policies the employee
wishes to continue. Failure to pay the monthlyngrans within thirty (30) days of the due

date will result in termination of the coverage.

Vacation and Sick Leave
No vacation or sick leave will be earned by an aygé on FMLA leave without full time
pay status.

Pension Plans

No contributions will be made to the employee’sgamental pension fund while on FMLA

leave without pay status. However, credit for E@rtime for the employee’s regular pension
plan will be credited to an employee while on leawWout pay status for family and medical
leave purposes only.

Performance Evaluation

Any FMLA leave without pay for four or more workweewill result in a corresponding
adjustment of evaluation date and, if eligible, #féective date of award of any eligible
performance raise or bonus or longevity bonus.

Return to Work:

An employee is expected to return to work no lakem the first work day of the week
following the expiration of the FMLA leave for tlabove reasons. Failure to do so for any
reason will constitute abandonment of County empiexyt by the employee.

Upon return from FMLA leave, an employee will bstared to his/her original job, or to an
equivalent job with equivalent pay, benefits, atfteo employment terms and conditions.

If the employee’s absence is due to personal Bingge employee may return to work at any
time upon providing a fitness for duty certificdtte his/her health care provider. Employees
who desire to return to work prior to the end aditHeave must give the County notice as
soon as possible, but no later than two (2) woslsgaior to their return.

Instructions:

Employee’s Responsibilities

Any employee who anticipates being absent for morthan five (5) days for one of the
reasons listed above should notify the Human Resotgs Department.The employee
requesting family medical leave should completeguest form as provided by the Human
Resources Department. Such request form shouddliraitted to the employee’s department
head and the Human Resources Department. The yeepshould schedule an appointment
with a Human Resources Department staff membexptaim the circumstances of the leave



and for the human resources staff member to expferemployee’s rights and obligations
under this policy. The employee is also respoaditt providing all information required on
the form, notice of absence when required andlfaestifications by any treating health care
provider. An employee must work out a treatmemiesicle, which best suits, the needs of
both the County and the employee.

Department Responsibilities

The department head is required to approve leaveudlined in this section for eligible
employees. Department heads or supervisors ataibieml from discriminating against
employees who take family medical leave in employtraecisions such as performance
evaluations, promotions, or disciplinary actiondf an employee verbally notifies a
supervisor or department head of the need for leavevhich may be eligible under this
policy; such supervisor should notify the Human Resurces Department immediately

Human Resources Department

The Human Resources Department will serve as adtosemployees and supervisors on the
requirements for eligibility for family medical lea and the provisions of the FMLA. All
records pertaining to family and medical leave Wik maintained in the employee’s
confidential medical file. The Human Resources &#pent will be responsible for
notification of any premiums due from the emploged the collection of it.

THE ABOVE STATED REGULATIONS OF THE PAULDING COUNTY BOARD OF
COMMISSIONERS FMLA POLICY ARE NOT INTENDED TO BE AL L-
INCLUSIVE. SITUATIONS NOT COVERED ABOVE OR WHICH NE ED

FURTHER CLARIFICATION WILL BE PROCESSED IN ACCORDAN CE WITH
THE PROVISIONS OF THE FAMILY MEDICAL LEAVE ACT.



Inclement Weather Policy

An announcement of any closings will be made thihotlng office of the Chairman of the Board
of Commissioners via local television and radidistes.

Emergency and other essential employees desighgtdekir department heads who are required
to work will be compensated for the time workedhatir regular rate of pay.

If the facilities are closed because the weathaditions prevent the normal work to commence
or to continue, employees will not be paid for thiate. However, if an employee has accrued
vacation, sick leave or compensatory time, he/shg etect to use such time to cover that time
which would otherwise be unpaid.

Even if the weather conditions are not severe emdgagwarrant closing of the facilities, some
employees may still be fearful of reporting to wankof remaining on the job due to highway
conditions. In this instance, the Office of thea@man of the Board of Commissioners may
inform employees that their reporting to work, stayon the job or going home is left to the
employee’s discretion. To receive pay for an abseiue to personal judgement of inclement
weather, the employee must use accrued leaven Hbarly employee does choose to leave the
job, that employee will be paid only for the timewally worked.



Compensatory Time Policy

In accordance with the Fair Labor Standards Aat,Raulding County Board of Commissioners
has a policy of granting designated employees cosgiery time off in lieu of compensation for
hours worked in excess of 40 hours a week.

Employees work a Saturday through Friday workwesdyen consecutive twenty-four hour
periods, with two weeks comprising a pay periotn&iworked for each workweek is

calculated separately. Hourly employees who workroforty hours in a workweek accrue
compensatory time at 1.5 hours for each hour wordkext 40 hours. For example, an employee
who actually works 44 hours in a workweek will reee6 hours of compensatory time (4 hours
of overtime X 1.5 = 6 hours compensatory time).

Per Paulding County’s current policy, hourly emmgey may accrue up to 80 hours of
compensatory time. An employee who has accrued ensgtory time shall, “upon termination
of employment”, be paid for any unused compensdiorg at a rate not less than the average rate
received by such employee over the last three yalaemployment, or the final regular rate,
whichever is greater.

Compensatory time off shall be requested in theesaranner as vacation leave is requested. An
employee who has requested use of such compensaerghall be permitted by the employee’s
supervisor to use such time within a reasonableg@eafter making request, if the use of the
compensatory time does not unduly disrupt the djperaf the department.

The accrual and use of compensatory time will belireported on each employee’s timesheet for
payroll and attendance purposes. In addition taithesheets, a REQUEST FOR LEAVE form
needs to be turned in for each use of compenstitoey REQUEST FOR LEAVE forms help to
provide a better picture of the use of any timewe#l as documenting approval from each
Department Head/Elected Official.



Standby Time

Standby time refers to specific times or designatafts when employees are assigned standby
where they may be subject to being called in tokves needed by their department. They are not
considered to be at work and can continue normatopal activities. Employees will be
assigned a pager or asked to leave their superdismephone number where they can be
reached. The employee’s supervisor will assigpetiods of standby status.

Employees will receive $40.00 for each specified week, whichethare assigned
standby status. This policy does not apply to emergency persainor exempt
employees.
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(This notice must be posted in.a conspicuous place readily accessible to the employee at all times.)

OFFICIAL NOTICE

This business operates under the Georgia Workers' Compensation Law.

WORKERS MUST REPORT ALL ACCIDENTS IMMEDIATELY
TO THE EMPLOYER BY ADVISING THE EMPLOYER PERSONALLY,
AN AGENT, REPRESENTATIVE, BOSS, SUPERVISOR, OR FOREMAN.

If a worker is injured at work, the employer shall pay medical and rehabilitation
expenses within the limits of the law. In some cases the employer will also pay a part of
the worker's lost wages.

Work injuries and occupational diseases should be reported in writing whenever
possible. The worker may lose the right to receive compensation if an accident is not
reported within 30 days (see O.C.G.A. § 34-9-80). )

Tha ammlavae v ~fF Alhaema o N =S e e s 1]
e

empioyei will Supply free of ct iarge, upon request, a form for reporing
accidents and will also fumnish, free of charge, information about workers' compensation.
The employer will also furnish to the employee, upon request, copies of board forms on file
with the employer pertaining to an employee's claim.

A worker injured on the job must select a doctor from the list below. The minimum
panel shall consist of at least six physicians, including an orthopedic surgeon with no more
than two physicians from industrial clinics (see O.C.G.A. § 34-9-201). Further, this panel
shall include one minority physician, whenever feasible (see Rule 201 for definition of
minority physician). The Board may grant exceptions to the required size of the panel
where it is demonstrated that more than four physicians are not reasonably accessible.
One change to another doctor from the list may be made without permission. Further
changes require the permission of the employer or the State Board of Workers'

Compensation.
State Board of Workers' Compensation
270 Peachtree Street, N.W.
Atlanta, Georgia 30303-1299
404-656-3818
or 1-800-533-0682
http:/lwww.sbwc.georgia.gov
Pinnacle Orthopedic Concentra )
Dr. Charles Pesson Medical Center Dr. John Sparti
148 Bill Carruth Pkwy., Ste. 120 220 N. Cobb Pkwy., Ste. 400 318 Main Street
Hiram, GA 30141 Marietta, GA 30062 Dallas, GA 30132
(770) 445-5666 (770) 424-7125 (UR)eseserts)
name/address/phone name/address/phone name/address/phone
Occupational Health
Dr. Mary Gearland Dr. Javiad Sayeed Dr. William (Bill) Woods-Eyes
1791 Mulkey Road 504 West Memorial Drive 1498 Merchants Drive
Austell, GA 30166 Dallas, GA 30132 Dallas, GA 30132
(770) 732-3880 (770) 445-6000 (770) 445-2715
name/address/phone name/address/phone name/address/phone

(Additional doctors may be added on a separate sheet)
The insurance company providing coverage for this business
under the Workers' Compensation Law is:

ACCG ACCG of Georgia
3169 Holcomb Bridge Road N
Suite 400 ame

(404) 522-5022

address phone

Norcross, GA 30071

IF YOU HAVE QUESTIONS PLEASE CONTACT THE STATE BOARD OF WORKERS' COMPENSATION AT 404-656-3818 OR 1-800-533-0682 OR VISIT http:/iwww.sbwc.georgia.gov
Willfully making a false statement for the purpose of obtaining or denying benefits is a crime subject to penalties of up to $10,000.00 per violation (O.C.G.A. §34-9-18 and §34-9-19).

WC-P1 (7/2006)

Updated 12/2008
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WC-BILL OF RIGHTS

GEORGIA STATE BOARD OF WORKERS' COMPENSATION
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BILL OF RIGHTS FOR THE INJURED WORKER

As required by law, 0.C.G.A. §34-9-81.1, this is a summary of your rights and responsibilities. The Workers' Compensation Law provides you,
as a worker in the State of Georgia, with certain rights and responsibilities should you be injured on the job. The Workers' Compensation Law provides
you coverage for a work-related injury even if an injury occurs on the first day on the job. In addition to rights, you also have certain responsibilities.
Your rights and responsibiiities are described beiow.

Employee's Rights

if you are injured on the job, you may receive medical
rehabilitation and income benefits. These benefits are
provided to help you return to work. Your dependents may
also receive benefits if you die as a result of a job-related
injury.

Your employer is required to post a list of at least six doctors
or the name of the certified WC/MCO that provides medical
care, unless the Board has granted an exception. You may
choose a doctor from the list and make one change to another
doctor on the list without the permission of your employer.
However, in an emergency, you may get temporary medical
care from any doctor until the emergency is over, then you
must get treatment from a doctor on the posted list.

Your authorized doctor bills, hospital bills, rehabilitation in
some cases, physical therapy, prescriptions, and necessary
travel expenses will be paid if injury was caused by an
accident on the job.

You are entitled to weekly income benefits if you have more
than seven days of lost time due to an injury. Your first check
should be mailed to you within 21 days after the first day you
missed work. If you are out more than 21 consecutive days
due to your injury, you will be paid for the first week.

Accidents are classified as being either catastrophic or non-
catastrophic. Catastrophic injuries are those involving
amputations, severe paralysis, severe head injuries, severe
burns, blindness, or of a nature and severity that prevents the
employee from being able to perform his or her prior work and
any work available in substantial numbers within the national
economy. In catastrophic cases, you are entitled to receive
two-thirds of your average weekly wage but not more than
$500 per week for a job-related injury for as long as you are
unable to return to work. You also are entitled to receive
medlcal and vocational rehabilitation benefits to help in

all

the a!e Board ofWo ers Compensa |on at (40 )

In all other cases (non-catastrophic), you are entitled to
receive two-thirds of your average weekly wage but not more
than $500 per week for a job related injury. You will receive
these weekly benefits as long as you are totally disabled, but

no Inngnr than 400 weseke, If vou are not workina and it ic

determined that you have been capable of performing work
with restrictions for 52 consecutive weeks or 78 aggregate
weeks, your weekly income benefits will be reduced to two-
thirds of your average weekly wage but no more than $334 per
week, not to exceed 350 weeks.

When you are able to return to work, but can only get a lower

paying job as a result of your injury, you are entitled to a
weekly benefit of not more than $334 per week for no longer
than 350 weeks.

Your dependent(s), in the event you die as a result of an on-
the-job accident, will receive burial expenses up to $7,500 and
two-thirds of your average. weekly wage, but r nore than
$500 per week. A wid: with no ct will be
paid a maximum of $150,000. Benefts continue until he/she
remarries or openly cohabits with a p of the

sex.

not more

If you do not receive benefits when due, the insurance

TN PP
Win 0€ aadea o

carrierlemplover m a nanal

carrier/femployer must pay a penaity, w

your payments.
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Employee's Responsibilities

You should follow written rules of safety and other
[{ ble policies and proced of the employ

You must report any accident immediately, but not later than
30 days after the accident, to your employer, your employer’s
representative, your foreman or immediate supervisor.
Failure to do so may result in the loss of the benefits.

An ployee has a to cooperate with
in the of their treatment for work
related |njur|es You must accept reasonable medical
treatment and rehabilitation services when ordered by the
State Board of Workers' Compensation or the Board may
suspend your benefits.

No ion shall be all

to the employee's willful

d for an injury or death due

You must notify the insurance carrier/lemployer of your
address when you move to a new location. You should notify
the insurance carrier/employer when you are able to return to
full-time or part-time work and report the amount of your
weekly earnings because you may be entitled to some
income benefits even though you have returned to work.

A dependent spouse of a deceased employ

carri ploy
remarriage.

shall notify the
upon change of address or

You must attempt a job approved by the authorized treating
physician even if the pay is lower than the job you had when
you were injured. If you do not attempt the job, your benefits
may be suspended.

If you believe you are due benefits and your insurance
carrierlemployer denies these benefits, you must file a claim
within one year after the date of last authonzed medical

If your dependent(s) do not receive allowable benefit

y , the depend ) must file a claim with the State
Board of Workers Compensatlon within one year after your
death or lose the right to these benefits.

Any request for reimbursement to you for mileage or other
expenses related to medical care must be submitted to the
insurance carrier/employer within one year of the date the
expense was incurred.

If a employee unjustifi ably refuses to submit to a drug test
an Aan tha inh i
an on-the-job

that the accident and injury were caused by alcohol or drugs.

If the presumption is not overcome by other evidence, any

claim for workers' compensation benefits would be denied.

ry, there shall be a presumption

You shall be guilty of a misdemeanor and upon conviction
shall be pumshed by a fine of not more than 510 000 00 or

an bl - bbb £
.w.....w..., up to 12 months, or both, for making false or
g when claii benefits. Also, any
false or false evid glven under oath during

the course of any administrative or appellate division hearing
is perjury.

The State Board of Workers' Compensation will provide you with information regarding how to file a claim and will answer any other questions regarding
your rights under the law. If you are calling in the Atlanta area the telephone number is (404) 656-3818, outside the metro Atlanta area call 1-800-533-0682,

or write the State Board of Workers' Compensahon at: 270 Peachtree Street,

http:/iwww.sbwc.georgia.gov. A fawyer is not needed to file a ciaim

N.W.,, Atlanta, Georgia 30303-1299 or visit our website:
jith the DOaIO, nowever, if you think you need a lawyer and do noi have your own

personal lawyer, you may contact the Lawyer Referral Service at (404) 521-0777 or 1-800-237-2629.

IF YOU HAVE QUESTIONS P

WILLFULLY MAKING A FALSE S

REVISION . 07/2007

LEASE CONTACT THE

STATE BOARD OF WORKERS' COMPENSATION AT

(712007)

404-656-3818 OR 1-800-533-0682 OR VISIT http://www.sbwc.georgia.gov

S iS A GRIME SUBJECT TO PENALTIES OF UP TO $10,000.00 PER VIOLATION (0.G.G.A. §34-9-18 AND §34-9-19).

WC-BILL OF RIGHTS
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Return to Work Program/Policy

Policy:

It is the policy of the Paulding County Board ofr@missioners to establish and provide a return
to work program for employees with work-relatedunigs and illnesses who are unable,
temporarily or permanently, to return to their pamant job duties.

Because Paulding County recognizes that our emefogee a valued and limited resource, this
program is designed to:

» Assist the medical recovery process by providifigcas and a goal for return of the
injured employee.

» Benefit employees by facilitating their return tmguctive work and comparable wages
and duties as soon as medically feasible.

» Benefit employer by reducing workers’ compensatiosts.
Process:

Paulding County will seek return to work opportigst through the use of transitional
employment for all employees who are temporarilgabled due to an on-the-job injury as
quickly as medically possible. Transitional empl@&mhopportunities will be considered in all
departments, not just the department in which theréd employee was working before the
injury or illness occurred.

Transitional employment assignments are intendedsist workers who are transitioning back to
work after a temporary disability that resultednir@ work-related injury. The objective is to

identify and assign transitional employment dutieat are productive, rather than arbitrarily
assigning duties that appear worthless or demeaning

Paulding County, in compliance with applicable law#l make efforts to retain employees who
are permanently disabled.

Safety Discount:
In compliance with theéssociation County Commissioners of Georgia-Group &f Insured
Workers’ Compensation Fund (ACCG-GSIWCF) Safety Disount Program, Paulding

County agrees to adopt this Return to Work Poliogl to attend at least one training session on
implementation of the Return to Work Program irakendar year.

RETURN TO WORK PHILOSOPHY
Employees are our most important asset!
The Return to Work Program is based on the assompiiat there is nothing more important

than our employees. When an employee loses tirm frie or her job, or is unable to return to
work, everyone loses.

13



» The employee loses contact with his/her friendigtimships with co-workers, income,
benefits and most importantly, the self-esteem lwvhis often so closely tied to
employment.

* Paulding County loses a valuable employee.

Because everyone loses when an employee must lpoitenfty or permanently off the job, it
stands to reason that everyone wins when empl@area®turned to work and become productive
as quickly as medically possible after injury.

Our Program

To meet our goal of enabling employees to returmpitoductive employment as rapidly as
possible, Paulding County is committed to the fwlitwg:

* We try to meet with the treating physician eitheperson or via phone (if not at the first
medical appointment, soon after) to discuss thesighl demands of the employee's
regular job or the demands of alternative tempotasis. Every effort is made to enable
the employee to return to work either immediatelynahe very near future.

* We review the employee's case internally on a eedaasis, contacting the employee and
physician regularly to see if an enhanced releasebe obtained or whether alternative
tasks or additional hours of duty can be approwdel\s

* We meet with the employee and physician immediatebermanent limitations of any
kind are projected to see if these will affect émployee’s ability to return to his or her
regular job or to determine whether we need to idenspermanent modifications or
other alternatives.

Expectations of Employees and Physicians

To achieve the goals of the Return to Work Program,need you as our partner. We will
communicate with you regularly. We will provide yauith the best possible information about
the physical demands of available transitionaletutiVe will keep the physician apprised of how
the employee is doing on the job.

We need timely information and communication from the physian. We need to
know as quickly as possible the physical limitations that yoestablish for a safe
return to work. We will utilize those restrictions in our transitional employment
plan. We need your comments about the injured employee’s ghical restrictions. If
there are permanent restrictions, we need your help to eliate the employee's
ability to return to his/her regular job or to evaluate modifications or alternate
employment. Should you have any questions about the Return to WorRrogram,
please call the Paulding County Board of Commissioners HumaResources Office
at 770-443-7521. We look forward to working with you.
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Information Technology Policy

Acceptable Use Policy for Paulding County Computer Systems

Purpose

Paulding County owns and operates various compmystems, which are provided for use by
employees in support of County business activi#disusers are responsible for seeing that these
facilities are used in an effective, ethical anslfld manner.

This document establishes rules and prohibitiord tiefine acceptable use of these systems.
Unacceptable use is prohibited, and is groundsldes of computing privileges, as well as
discipline or legal sanctions under federal, statecal laws.

Scope

This policy applies to all county employees, appass, volunteers, officials and contractor users
(hereinafter referred to as “users”) whose accessrtuse of Paulding County Information
Technology resources, including the Internet, isdkd by the county or is available through
equipment owned or maintained by the county.

Written Agreement Required

All users of the county’s computing systems areisetl/that all network activity is the property
of the County, and therefore, they should not atersany activity to be private. All users of
Internet services and e-mail are required to ackedge acceptance of and intention to comply
with this “Acceptable Use Policy” by signing a “Uskgreement.” County employees,
volunteers, and contractors not signing this agesgnwill be denied Internet and email access.
A “Use Agreement” is provided as attachment “A”ttds policy. “Use Agreements” will be
maintained in the department of Information Tecbgyl

Rights

These computer systems, facilities and accountowared and operated by Paulding County.
Paulding County reserves all rights, including teation of service without notice, to the
computing resources it owns and operates. Thigyashall not be construed as a waiver of any
rights of Paulding County, nor shall they conflicith applicable acts of law. Users have rights
that may be protected by federal, state and lewves.|

Privileges

Access and privileges on Paulding County computysjems are assigned and managed by the
Information Technology Department.

The Director of Information Technology or desigmeest approve all access to Paulding County
computer resources, including the issuance of parssy

Users may not, under any circumstances, transfeowfier these privileges to other individuals.
Users shall not use any account assigned to anagleemwithout permission from the Information
Technology Department. The authorized user is mesipte for the proper use of the system,
including any password protection. Users may nestaih any device on a computer without
authorization from the Information Technology Ddpaant.
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This policy is divided into two basic sections: the firstaddresses policies for
software, and the second addresses policies for Internet/Intranase.

Section One: Software
General Responsibilities

The Policy of Paulding County, Board of Commissisngs to manage its software assets to
derive maximum benefit to Paulding County, BoardCaimmissioners, and its employees and,
especially, to ensure that Paulding County, Bo&i@ammissioners, and its employees:
« Acquire, reproduce, distribute, transmit, and usmpmuter software in compliance
with international treaty obligations and Unitect®s of America laws, including the
Executive Order 13103; and
« Maintain only legal software on Paulding County, aBb of Commissioners,
computers and computer networks.
» Protect assets by following the backup proceduesgribed for your department by
the Information Technology Department.
« Protect assets by providing for offsite system backtorage for certain department
as prescribed by the Information Technology Depantm
All software is protected under United States ofekita copyright laws from the time of its
creation. Paulding County, Board of Commissionbes licensed copies of computer software
from a variety of publishers to help fulfill its sgion. Unless otherwise provided in the software
license, duplication of copyrighted software, excégr backup and archival purposes, is a
violation of the Executive Order 13103 and thisi®ol You may not knowingly use software for
which Paulding County, Board of Commissioners, $atlle appropriate license. If you become
aware of the use or distribution of unauthorizedtvg@re in this organization, notify your
supervisor or the Department of Information Tecbggl You may not loan or give to anyone
any software licensed to this organization. Thkerises for some of this organization’s software
permit employees of the organization to make a copythe software for home use. The
Information Technology Department may approve dugd by employees that can demonstrate a
need to conduct the organization’s business fragir ttomes. Under no circumstances, however,
may an employee use the organization’s softwareptoposes other than the business of this
organization.
No employee may use or distribute personally owstdtivare on the organization’s computers or
networks. Such software threatens the integrity sawlirity of the organization’s computers and
networks. A variety of software is available ore timternet. Some of this software, called
"freeware" or "shareware," is available free ofrgafor limited use and may be downloaded to
your computer with the prior written approval ofuysupervisor. Other software available on the
Internet and from other electronic sources, howenaguires the user to obtain a license for its
use, sometimes for a fee. No employee shall dowinkech software to his or her computer
without the prior written approval of the Informati Technology Department.

The Software Asset Management Process

Paulding County, Board of Commissioners, is congditto managing its software assets for
maximum benefit to the organization and its empésyelhe process consists of three areas of
focus: (1) Creating an environment in which thegess will succeed, (2) Reviewing the software
assets residing on the organization’s computeis,(a8nActing to correct breaches in policy and
the law, keep the Policy and its procedures curaamd prevent future breaches.
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Paulding County, Board of Commissioners, will srito create an environment for success by
communicating this policy; educating employees altbeir responsibilities; training employees
in the software supported by this organization;ntdging and modifying as necessary the
software employees need to fulfill their job resgibilities; establishing a secure repository for
original storage media, software licenses, andwsoft documentation; and requiring that all
software be procured through official and clearlgfioed procedures. As part of this
organization’s software management process, theafapnt of Information Technology shall
conduct periodic, random reviews of all organizatmmputers and networks to determine the
software resident on such systems and whetherrfenization has the appropriate licenses for
all such software. The Department of Informationcirmlogy also shall conduct periodic,
planned reviews, in which the Director may ask yowomplete a Software User Survey. This
Survey will be used to determine your existing d&mtire use and need of particular software
programs. Your cooperation with all reviews andt®afe User Surveys is greatly appreciated.
The Department of Information Technology will endeato conduct its work with the least
possible disruption of your workday. You may bddheesponsible for the existence of any
software on your computer for which the organizatitacks the appropriate licenses.
Consequences for such unauthorized use of softiage from a reprimand for minor offenses
to termination of employment for repeated, willéffenses.

Software Procurement and Installation Procedures

All requests for software and software upgraded| 9@ submitted to the Department of
Information Technology Director, where possible.

Any software and software upgrades not acquirethbyDepartment of Information Technology
shall be documented and identified to the Direciomformation Technology, who will verify
that the Organization has an appropriate licens¢hiouse of such software. All acquisitions of
hardware that include bundled software shall beudmnted and identified to the Director of
Information Technology, who will verify that the Agcy has an appropriate license for the use of
such bundled software. The Director of Informatitechnology shall store in a secure, central
location all original software licenses, disks, ®&ms, and documentation upon receipt of all
new software, including copies of completed regigdtn cards. The Director of Information
Technology shall designate those employees audtbtiz install software on the organization’s
computers. No employee shall install or distribsméware for which this organization lacks the
appropriate license. No employee shall install smigware upgrade on a computer that does not
already have resident on it the original versionttid software. The Director of Information
Technology or designated employee shall destroyattiginal version's backup copy of the
upgraded software in its place. The Director édimation Technology or designated employees
shall destroy all copies of software that is oboler for which the organization lacks the
appropriate license. Alternatively, the Director wiformation Technology may obtain the
license(s) necessary to maintain unauthorized so#won organization computers. The
organization’s department with system responsybilitust establish and maintain a record
keeping system for software licenses, hardwaregirai CD-ROMs and diskettes, user
information, and review information. Maintain thisformation in a secure, central location.
Consider the use of software management compubtgrgms to automate such record keeping.
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The Paulding County, Board of Commissioners, ismiited to communicating this Policy with
its employees. The organization will:

« Distribute include the Policy Statement in the esypke handbook, and distribute the
updated handbook to all employees.

e Train new employees during their initial orientation how to comply with the
Policy.

« Hold seminars on the Software Policy for existimgpdoyees to inform them of the
types of software licenses, how to detect and priepgacy, how to implement the
Software Policy, and consequences of violatingRbkcy and relevant law.

» Require new and existing employees whose respditisibiinclude the installation,
maintenance, or oversight of information technol@ygtems to acknowledge and
sign the Software Policy Statement.

e Circulate reminders of the Policy on a regular $4sit least annually) or remind
employees of the Policy in other ways (at leastualip), for example, through
notices in agency newsletters.

« Inform employees where they can get additional rmfttion on the Policy and
software theft prevention.

If you have any questions concerning this Softwoécy or your obligations under it, you may
discuss them with either your supervisor or the &&pent of Information Technology at (770)
443-9873 or e-mail aupport@paulding.gov

Section Two: Internet/Intranet/Email
Responsibilities

Users are responsible for maintaining the following

An environment in which all Paulding County compagtresources are shared equitably among
users. The Information Technology Department séténmum guidelines within which users
must conduct their activities. An environment whétdes not harm the functionality of the
equipment.

An environment conducive to business:

Anyone using County resources to harass or malkeagbry remarks to others shall bear full
responsibility for his or her actions. Users aghes Paulding County’s role in managing these
systems is only as an information carrier, and tifwey will never consider transmission through
these systems as an endorsement of said transmigsPaulding County. Many of Paulding
County’s computers provide access to outside nétsydroth public and private, which furnish
electronic mail, information services, bulletin bds, conferences, etc. Users are advised that
they may encounter material that may be consideffedsive or objectionable in nature or
content. Users are further advised that PauldingnGodoes not assume responsibility for the
contents of any of these outside networks.

Users agree to comply with the acceptable use ljpédepresented in this document and other
such laws or regulations as may apply for outsitevarks or services accessed through Paulding
County computer systems.

Users agree never to attempt to transmit, or cube transmitted, any message in which the

origination is deliberately misleading (except fioose outside services which may conceal
identities as part of the service). The user agitess in the unlikely event that someone does
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transmit, or cause to be transmitted, a messagesaage that is inconsistent with an
environment conducive to business or with a misteadrigination, the person who performed
the transmission will be solely accountable formessage, not Paulding County, which is acting
solely as an information carrier.

An environment free of illegal or malicious acts:

Users agree never to use a system to performegallbr malicious act. Any attempt to increase
the level of access to which he or she is authdriaeany attempt to deprive other authorized
users of resources or access to any Paulding Ceontputer system shall be regarded as
malicious, and may be treated as an illegal act.

A secure environment: Proper Internet/Intranet Protocol

Any user who finds a possible or potential secuepse on any system is obligated to report it to
the Information Technology Department.

Knowledge of passwords or of loopholes in compsésurity systems shall not be used to
damage computing resources, obtain extra resouetesresources from another user, gain
unauthorized access to resources or otherwise osgkef computing resources for which proper
authorization has not been given.

Proper Internet/Intranet Protocol:

County provided Internet/intranet privileges, li@mputer systems and networks, are county
resources intended for county business purposesotUsiternet/intranet is subject to monitoring
for security and/or network management purposesamnuoyees may further be subject to
limitations on their use of such resources.

Acceptable Activities:

Acceptable Internet activities are those that confto the purpose, goals, and mission of the
department and the county and to each user’s jobsdand responsibilities. The following list,
although no all-inclusive, provides some exampfescoeptable uses:

= Access to federal, state, or local government hetepages;

= Communications, including information access antherge, for professional

development or to maintain job knowledge or skills;
= Activities involving research and information gatng; and
= Communications for administrative purposes.

Unacceptable Activities:

Unacceptable use can be defined generally as tésithat do not conform to the purpose, goals,
and mission of the department, the county, anéadh @ser’s job duties and responsibilities. Any
Internet usage in which acceptable use is quedtiersiould be avoided. In other words, when
in doubt, seek policy clarification prior to pumsgithe activity.

The following list, although not all-inclusive, prides some examples of unacceptable uses:
» Private or personal for-profit activities. Thisindes Internet use for private purposes
such as marketing or business transactions, pradiertising of products or services,
and any activity meant to foster personal gain;
= Unauthorized not-for-profit business activities;
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= Use for, or in support of, unlawful/prohibited atties as defined by federal, state, and
local laws and policies. lllegal activities retagito Internet and network access include,
but are not limited to:

0 Tampering with computer hardware and software;

o0 Knowledgeable vandalism or destruction of compfites;

o0 Transmission (sending or receiving) of threatenoizgcene, or harassing
materials;

0 Attempt to penetrate a remote site/computer witpoaper authorization;

0 Use of the Internet to try to access data thatagepted and not intended for
public access;

o0 Violation of federal and state laws dealing witlpgaghted materials or
materials protected by a trade secret;

o Intentionally seeking information about; obtainitgpies of; or modifying
contents of files, other date, or passwords befantp other users, unless
explicitly authorized to do so by the proper auityor

0 Attempts to subvert network security, to impairdtianality of the network, or
to bypass restrictions set by the network admisists. Assisting others in
violating these rules by sharing information orguesrds is also unacceptable
behavior;

o Deliberate interference or disruption of anothesrisswork or the system. The
user must avoid any actions that cause interferenttee network or cause
interference with the work of others on the netwoldsers are prohibited from
performing any activity that will cause the losscorruption of data, the
abnormal use of computing resources (degradatisysiem/network
performance), or the introduction of computer woonsiruses by any means
(use of programs with the potential of damagingestroying programs and
data);

0 Seeking/exchanging information, software, etc. Whgnot related to one’s job
duties and responsibilities;

0 Use of fee-for-service providers on the Interndes® the necessary approvals
and funding have been obtained in advance. Aniyioheal who obligates the
county to pay for services without prior approsapersonally liable for these
costs;

o Solicitation for religious or political causes;

0 Unauthorized distribution of the county’s data amfdrmation;

0 Use to gain access to any other Internet servicgehwiequires membership if the
user does not have a proper membership, rightspiéwviteges in the other
service.

Accounts

Any account assigned to a user shall not be usedhgys without written permission from the
Information Technology Department. The individualésponsible for the proper use of the
account, including proper password protection.

Confidentiality

While reasonable attempts have been made to eastamal privacy of your accounts and your
electronic mail, there is no guarantee that youpants or electronic mail is private. It is entrel
possible that in the course of normal system adstnation activities, your e-mail, and any data
stored in your account, will become visible to thisrmation Technology Department. Further,
in the case of a request from law enforcement aitigh®y your e-mail and other data may be
made available to the requesting agency.
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Systemperformance

No one should deliberately attempt to degrade thdopmance of a computer system or to
deprive authorized personnel of resources or atoemsy county computer system.

Unauthorized access

Loopholes in the computer system or knowledge special password should not be used to
damage the computer system, obtain extra resoutaks, resources from another user, gain
access to systems, or use systems for which peagkorization has not been given.

Copyright

Computer software protected by copyright is nobéocopied from, into, or by using Paulding
County computing facilities, except as permittedl&yw or by contract with the owner of the
copyright. This means that such computer and miocrguiter software may only be copied in
order to make back-up copies, if permitted by thgycight owner.

The number of copies and distribution of copies maybe done in such a way that the number
of simultaneous users in a department exceedsuimder of original copies purchased by that
department.

Copyright and licensing restrictions

Paulding County abides by all applicable federal atate statutes and regulations pertaining to
the use of computer hardware and software inclyding not limited to, federal copyright laws.
Unauthorized copying, altering, modifying, mergingansferring, de-compiling, or reverse
assembly of licensed software is strictly prohitite

NOTE: Users may download copyrighted material, hgatuse must be strictly within the
agreement as posted by the author or current cgpyriaw. The federal Copyright Act at 17
U.S.C. 101 et. Seq. (1988), protects and prohinitsuse of all original works of authorship in
any tangible medium of expression. This includpsoaibition on plagiarism.

Single CPU usage restrictions

Most copyright licenses for software contain sin@lBU usage restrictions. These restrictions
must be honored. In some instances, the softwasgright owner may grant a variance from

these restrictions to Paulding County. Howeverhuuiit explicit written variance, single usage

restrictions in the license apply to all users.

Violations
An individual's computer use privileges may be smped immediately upon discovery of a

possible violation of these policies. Such susgkeielations will be confidentially reported to
the appropriate supervisors.
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Violations of these policies will be dealt with ihe same manner as violations to other county
policies and may result in disciplinary action whimay result in anything from loss of computer

use privileges, to termination of county employmemtto legal action. Violations of some of the
above policies may constitute a criminal offense.

** For the purpose of this document, the term “cartgy system or computer systems” refers to a
standalone workstation or any network resource tictv said workstation is connected.
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Attachment “A”
Information Technology Resources Use Agreement

Access to information technology resources andigesvhas been granted to me, as a privilege,
for performing job duties and responsibilities Raulding County. | have read and agree to abide
by the adopted policies and procedures, state eshetdl laws, and any additional departmental
terms and conditions which govern my use of theseices.

I will refrain from monopolizing systems, overloadi networks with excess data, or wasting
computer time, connect time, disk space, printepepaor other information technology
resources.

I will report to my supervisor, or to the Informati Technology Director, any observations of
attempted security violations or illegal activitias defined by local, state, or federal laws or
regulations.

I will report to my supervisor or the Informationedhnology Director if | receive or obtain
information to which | am not entitled.

By signing this agreement, | certify that | undarst and accept responsibility for adhering to the
policies, procedures, and additional departmergehs and conditions listed above. | also
acknowledge my understanding that any infractiomsny part may result in disciplinary actions
including, but not limited to, termination of mycass privileges.
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PAULDING COUNTY DRUG POLICY
(ADOPTED JANUARY 9, 1996)

The United States Congress has enacted the Drug Free Workplaoé ¥488. The
purpose of this law is to ensure that work done under federal corgraatf®deral grant
is performed in a drug free work environment.

In addition to prohibiting employees from engaging in the unlawful naentufe,
distribution, dispensation, possession, or use of illegal drugs indhebace, Paulding
County prohibits its employees from engaging in such illegal activigll dtmes and at
all places. Such activity, even during non-working hours, clearly affact&srployee’s
ability to perform his public duties. Therefore, this County adoptddit@ving as its
drug free policy.

No employee of Paulding County may illegally engage in the manufadistebution,

dispensation, possession, or use of a controlled substance at awy pitaee, including
while at his workplace. Such unlawful activity will be consideaesiifficient ground for
a serious adverse personnel action, including dismissal from employment.

If an employee is arrested for or convicted (including a plea of nolcerdat) of
violating any criminal drug statute of any jurisdiction, regardlesstwdther the alleged
violation occurred at the workplace or elsewhere, the employee mu$y tot
Personnel/Civil Service office of Paulding County in writing of eaxiest or conviction
as soon as possible but in no event more than five (5) calendar daythafarrest or
conviction.

Failure to comply with any part of this policy will result $erious adverse personnel
action, including possible dismissal from employment.

Any questions concerning this policy should be directed to the Per&omiebervice
office.

24



EXECUTIVE SUMMARY

PAULDING COUNTY DRUG AND ALCOHOL POLICY AND TESTING PROGR

JANUARY 9, 1996

The Federal Transit Administration (FTA) and the Federal Highway Adnatistr

(FHWA) has published two regulations prohibiting drug use and alcohol misuse by
safety-sensitive employees and requiring Paulding County to test for prohibited érug us
and alcohol misuse. These regulations are 49 CFR Part 653, 49 CFR Part 654, 49 CFR
Part 382, and 49 CFR Part 40.

Summary of Policy Main points

1. The FTA has determined that “safety-sensitive” functions are performed gy thos

who:

Operate revenue service vehicles including when not in revenue service.
Operate non-revenue service vehicles that require drivers to hold CDLs.
Dispatch or control revenue service vehicles.

Maintain revenue service vehicles or equipment used in revenue service
except for contractors to Section 18 transit agencies.

Provide security and carry a firearm.

These categories include supervisors who perform these functions and cantractor
who are “standing in the shoes” of County employees.

2. The FTA and FHWA mandates require breath testing for alcohol. The County has
chosen, however, to offer blood tests as an additional employee “option” in
circumstances referred to in this policy.

The County, under its own authority, has determined that an alcohol reading of 0.02
is positive and unquestionably denotes the presence of an unacceptable level of
alcohol in the system.

The five (5) types of testing which are required are:

- Pre-Employment

- Post Accident/Incident
- Return to Duty

- Reasonable Suspicion
- Random

This policy includes, in Attachment A, an outline of the effects of alcohol misuse on
an individual's health, work, and personal life; as well as signs and symptoms
associated with alcohol misuse.
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3. The policy clearly identifies the time periods during which all employees must be in
compliance with the consumption portion of the alcohol rule. Under its own
authority, the County has declared that an employee must not consume alcohol eight
(8) hours prior to performing his/her job, anytime he/she is on call, and up to eight (8)
hours following an accident or until the employee undergoes a post accident test,
whichever occurs first. Use and ingestion of illicit drugs are prohibited tanai.

4. Education and training must be provided to all identified safety-sensitive employee

Sixty (60) minutes on the effects and consequences of substance abuse on personal,
health, safety and the work site, as well as, indicators of substance abuds mus
provided.

Supervisors must receive an additional 120 minutes of training on the physical,
behavioral and performance indicators of substance abuse that are assottiated w
initiating a reasonable suspicion drug/alcohol screening.

5. The policy describes the kinds of behavior that constitute a refusal, wblode:
refusal to take the test, inability to provide sufficient quantities of bigaihne to
be tested without a valid medical explanation, tampering with or attempting to
adulterate the specimen or collection procedure, not reporting to the colkatgion
within the allotted time frame, or leaving the scene of an accident until checking wi
the supervisor regarding when and where to report for an alcohol and drug screen.

6. Pre-employment testing is mandatory to all candidates for employment with the
county, post-offer and prior to beginning work. All candidates for promotion at the
County will also be required to submit to a drug/alcohol screen if the promotion
would be into a safety-sensitive position.

7. The County will utilize a “Reasonable Suspicion” standard for drug/alcohol screens.
Examples of “Reasonable Suspicion” include, but are not limited to, the following:

» Physical signs and symptoms consistent with prohibited substance use, or
misuse of alcohol, e.g., odor of alcohol, slurred speech, or lack of
coordination.

» Evidence of the manufacture, distribution, dispensing, possession, or use of
controlled substances, drugs, alcohol, or other prohibited substances.

» Occurrence of an accident which may have been caused by the employee’s
use of alcohol or drugs.

» Fights (defined as physical contact), assaults, and flagrant disregard or
violations of established safety, security, or other operating procedures.

8. Post Accident/Incident

The FTA and FHWA require that a post-accident test be conducted in the
following circumstances involving safety-sensitive employees. The County, by
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its own authority, chooses to extend the post-accident drug/alcohol screen to all
employees:

* In any instance where there is the loss of human life.

* Anytime an employee(s) must be transported to a medical treatmeny facili

* The vehicle incurs disabling damage that requires towing from the scene.

* Any county-related personal injury to an employee or member of the public,
which requires, or should reasonably require medical attention.

* Any County-related event causing significant or unusual property damage, as
determined by County officials.

* Any event which appears to involve violation of County rules which poses a
safety threat to employees or members of the public.

» After a physical altercation between two or more employees, in which case,
all employees involved shall be tested. Employees who are only attempting to
restrain those individuals in the altercation (e.g., Law enforcement personnel
or supervisory staff who are performing their official duties) shall not be
tested.

9. In accordance with FTA regulations, all safety sensitive employees wimpntistve
for drugs or for alcohol at 0.02 shall be subject to the disciplinary measures outlined
in this policy.

10.Where County Policy exceeds the Federal FTA and FHWA regulations, these
provisions are identified.
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l. PURPOSE

The Paulding County Government provides servicastwére vital for the public. To ensure that
these services are delivered safely, efficiently effiectively, each County employee has the
responsibility to perform his/her duties in a s&f@nscientious, and courteous manner. This
policy has been established to comply with the Fderansit Administration’s (FTA) testing
regulations (49 CFR Parts 653, 654, 40), the Fétiighway Administration’s (FHWA) testing
procedures (49 CFR Part 382), and the Drug Frekplamre Act of 1988. It further establishes
guidelines to maintain a drug and alcohol-free yptake and to reduce the probability of
accidents or incidents related to the use andbeseof alcohol and other drugs by employees,
and to establish guidelines designed to help pteaegidents and injuries resulting from the
misuse of alcohol or use of controlled substangedrivers of commercial motor vehicles.

This policy outlines three principles as a meanactueve the County’s goal of providing a
workplace free from the effects of drug and alcaks# and/or abuse for its employees. The first
principle emphasizes deterrence from the use @fdamd alcohol in or affecting the workplace.
The county will make education and training avdéddbr all employees regarding the effects of
substance abuse on individuals and on the workpl&c@ervisors and managers will receive
specialized training in detection, early interventand enforcement. As required by FTA and
FHWA, employees who test positive for any reasdhreteive a referral to a Substance Abuse
Professional (SAP).

The second principle is detection. Toward this, ¢hel County employs a minimum of five (5)
drug and /or alcohol tests in the following circtiamces; pre-employment, reasonable suspicion,
post accident/incident, return to work, and randdrhe above drug and/or alcohol tests will
apply to all employees of the County with the eximepof the random test which will apply to all
designated safety-sensitive position classificatiand to all holders of Commercial Driver's
Licenses (CDL), if such licenses are required leyRRIWA or the State of Georgia.

The third principle is enforcement, which is esg#rit deterrence and detection are to be
successful. All employees must be “fit for duty’ @efined within this policy. Accordingly, the
failure to properly report the use of medicallyrarized drugs, the use, sale or possession of
illegal drugs, any use of intoxicants resultingiifitness for duty, as well as the use or
possession of intoxicants on County property, whiling County equipment, or while on County
business, is prohibited and will result in disaigliy action up to and including discharge. To
assure that safety is maximized, any employee esis positive for drugs and /or alcohol will be
discharged from the County.

I. INTRODUCTION

The goal of the County, its management, and itsl@yeps is to establish a drug and alcohol-free
work environment and to remain free from the eBeaftdrugs and alcohol in order to guarantee
the health and safety of employees and the puBlgcrequired by FTA regulations and FHWA
regulations, attachment “A” provides informatioroabeffects of alcohol misuse and the signs
and symptoms of alcohol problems and attachmenti¥®s the job classifications which are
considered to be safety-sensitive This policy ipooates the FTA and FHWA drug/alcohol
testing requirements for safety sensitive employeesCDL holders, as well as, additional
County testing initiatives that are required of apglied to all employees of the County.
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This policy supersedes all other County Drug antbAbl Policies.

A. Applicability

This policy applies to all safety-sensitive and 1sarfiety sensitive County employees, full-time
and/or part time, contract employees, and contraethen they are on County property or when
performing any County business. This policy apptoff-site lunch periods or breaks when an
employee is scheduled to return to work. Visiteendors, and contractor employees are
governed by this policy while on County premised aiill not be permitted to conduct County
business if found to be in violation of this policy

A safety-sensitive function is any duty relatedite safe operation of the County transit service
including the operation of a revenue service vehjalhether or not the vehicle is in revenue
service), dispatch, maintenance or a revenue seveihicle or equipment used in revenue
service, security personnel, who carry firearmsl, amy other employee who holds or who is
required to hold a CDL by the FHWA or the Statégforgia.

B. Employee and Management Responsibilities

All employees are required to refrain from usinggl and alcohol as described in the fitness for
duty section of this policy (I1l.A.1.).

County employees who manage private contracts éok wonducted on County property or who
manage contractors who are representing the Coargyesponsible for ensuring contractor
compliance with this policy. Independent contreswill be issued a copy of this policy and
advised that they are expected to comply accorgingl

Employees at all levels of the organization ar@easible for ensuring adherence to this policy.
Managers and supervisors will be held strictly actable for both the application of the policy
and the consistency of its enforcement. The HuRegources Administrator (or designee) will
monitor departmental practices to ensure compliafidee Human Resources Administrator is
the individual acting as implementation coordinaod is able to answer questions relevant to
the policy and associated procedures (770-443-75P¢ County prohibits discrimination on
the basis of race, color, sex, age, religion, matiorigin and ancestry, sexual orientation, vetera
status or disability.

C. Confidentiality

Confidentiality is maintained throughout the drugdfol screening process and all test results
will be forwarded to the Medical Review Officer faaview.

Individual test results may not be released toathgr party, or parties, absent a specific written
authorization by the tested person to releaseethdts to others, except as follows:

» The employee authorizes the transmittal of therifdion.

» The employee has been sent for testing under atheafircumstances discussed
in Section 1V, and the Medical Review Officer (MR@) designee) must inform
the appropriate supervisory officials of a positigst result.

* The employee makes a claim against the County whidaves the drug and
alcohol screen and/or its result.
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The County Management will make every effort tagaut all actions relative to this policy in a
manner which respects the dignity and confidemyiali those involved. Drug and/or alcohol
screens and any related records are regarded fderdial medical records and are not available
to other staff or the public without a signed rekeaf information or a court subpoena.

Only those County personnel who must be involvea @ase will be given information regarding
an employees positive test results. Every attemilpbe made to advise the employee in advance
if such information must be disseminated.

Il. IMPLEMENTATION GUIDELINES FOR PROMOTING A DRUGAND ALCOHOL
FREE WORKPLACE

A. Deterrence

1. Fitness for Duty

The County has determined that an employee isfitlfity when he/she is unequivocally able to
perform his/her job duties, including when he/shesady for work or working without the
presence of any alcohol or the presence of anyifsggedrugs or their metabolites as prescribed
by this Drug and Alcohol Policy. As required byA-Tegulations and FHWA regulations,
safety-sensitive employees and CDL license holdexprohibited from consuming alcohol four
(4) hours prior to performing a safety-sensitivediion or operating a vehicle. Under its own
authority, the County prohibits all employees froomsuming alcohol eight (8) hours prior to
coming to work and during the entire work day.

Employees and applicants will be given a drug anal@hol screen under the auspices of the
Medical Operation Section and are subject to tiigirements and conditions within this policy.

Following the report of the screen results, ther®ps Medical Review Officer and designated
Substance Abuse Professional (SAP) will make ttheterminations as to whether the employee
or applicant is qualified for or fit for duty.

An employee in “on duty” or “subject to duty” withthe meaning of this provision:

e On his/her regularly scheduled days

» From the time he/she arrives on the property tm¢iltime he/she completes
his/her work assignments and leaves the property.

* When reporting to the County-designated Clinicrfadical evaluation.

* When the employee has volunteered or has beemasséxtra work on his/her
day off, vacation, etc.

* While on an “on-call” status or prior to the staftduty, when told in advance
that he or she is expected to be on duty at sonme ipathe future.

* When involved with County business while not on @yproperty.

» Alcohol consumption is prohibited eight (8) hourpto reporting for work.

Reporting the use of Prescription or “Over the GertinMedication

Paulding County, under its own authority, requirest safety-sensitive employees and holders of
CDL licenses report their use of prescription oréprthe-counter” medications which contain
alcohol or other substances that may impact thwilityato perform safety-sensitive work to their
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supervisor. The appropriate use of legally préscridrugs and non-prescription medication is
not prohibited. However, the use of any substaviueh carries a warning label that indicates
that mental functioning, motor skills or judgmeraiyrbe adversely affected must be reported to
the supervisor. In addition, the employee mushiola written release from the attending
physician releasing the person to perform his/blerduties any time he/she obtains a
performance-altering prescription.

A legally prescribed drug means that an indiviches a prescription or other written approval
from a physician for the use of a drug in the cewmedical treatment. The prescription must
include the patient’s name, the name of the substaquantity/amount to be taken, and the period
of authorization. The misuse or abuse of legafisiuhile performing County business is
prohibited. In certain circumstances, the failwedport will result in disciplinary action.
Therefore, employees are required to inform theysicians and/or pharmacists of their
employment requirements regarding fitness for giyr to obtaining medication.

2. Education and Training

All safety-sensitive employees and drivers willewe a minimum of sixty (60) minutes of
training on the effects and consequences of dragongersonal health, safety, and the work
environment.

Supervisors and managers will receive an additid@@lminutes of training on the physical,
behavioral and performance indicators associatéd making a reasonable suspicion
determination, as well as, the signs and symptdratcohol use. All trained supervisors will be
held responsible for making the appropriate digpm®s related to situations that may warrant a
drug/alcohol screen.

B. Substance Abuse Professional (SAP)

Any employee who has a confirmed positive drugloolzol test or who refuses to take a
drug/alcohol test must be removed from duty immiedifaand will be discharged. Such
employees will be referred to a Substance AbusteBsmnal for counseling. The County will
bear the cost of the initial counseling sessiory.oiny additional costs which the employee may
incur for counseling or treatment relative to sdohig/alcohol treatment shall be the employee’s
responsibility.

IV. GENERAL POLICY PROVISIONS FOR ALCOHOL AND DRUGESTING
A. Detection

1. Drug and Alcohol Screening

The County, in order to promote and maintain a dnug) alcohol free environment, will utilize a
program of drug and/or alcohol screening which bélmandatory under the following
conditions:

a.) Pre-Employment

The FTA and the FHWA regulations require that cdatés for covered positions as well as any
employee who is transferring into a covered paositeceive a drug and alcohol screen before
assignment.
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The County, under its own authority, will requirat all candidates for employment submit to a
drug and/or alcohol test as a condition of emplayimérior to the test, the applicant must sign a
release authorizing this procedure. Candidatesrfgsloyment will be notified of this
requirement during the pre-employment processtlamdest will be given as part of the pre-
employment physical. Testing will be accomplishdéer an offer of employment has been
extended, but before employment officially begins.

County employees who are transferring into a segetysitive position or CDL-required position
will be given a drug and /or alcohol test as angeuisite to that transfer if such transfer is
expected to be on a full-time basis. Additionadli},employees selected for promotion into
covered positions will be subject to this provisioh urine test will screen for the presence of
marijuana, cocaine, opiates, phencyclidine (POR),aanphetamines. In instances where there is
a reason to believe an employee is abusing a sudestaher than the five drugs listed above, the
County reserves the right to test for additionalgdrunder its own authority using standard
laboratory testing protocols. For those urinecspens that are not negative, a confirmatory Gas
Chromatography/Mass Spectrometry (GC/MS) testlvélperformed.

b.) Random

Only those employees who perform or whose job ohetuthe performance of safety-sensitive
functions as defines by the FTA and those coveyetthd FHWA regulations will be subject to
drug screening on an unannounced and random &a@h employee in the random pool has an
equal chance of being selected and testing antirehahin in the pool even after being tested.
Random testing will be administered at random tich&ing the week, day, month, or shift to
avoid predictability. A urine test will be useddoreen for the presence of marijuana, cocaine,
opiates, phencyclidine (PCP), and amphetamine$@#dof those employees in the designated
pool will be tested annually. An Evidential Bredtbsting Device (EBT) will be used to screen
for the presence of alcohol and 25% of the desaghpool will be tested for alcohol.

c.) Reasonable Suspicion

An employee who reports to work or to the desigthatalection site in an unfit condition or who
is found to be unfit while on duty and /or who eéits behavior which provides one (1)
supervisor, or medical examiner with reasonableision that the employee is unfit for duty will
be required to submit to a drug and alcohol scréére employee will be given a urine test for
marijuana, cocaine, opiates, phencyclidine (PG amphetamines. An Evidential Breath
Testing Device (EBT) will be used to screen for pinesence of alcohol.

In instances where there is a reason to believaraioyee is abusing a substance other than the
five drugs listed above, the County reserves tijia ttio test for additional drugs under the
County’s own authority using standard laboratostfite protocols.

» Physical signs and symptoms consistent with pradulsubstance use, or misuse
of alcohol, e.g., odor of alcohol, slurred speexHack of coordination.

» Any event which appears to involve violation of @ourules which poses a
safety threat to employees or members of the public

» After a physical altercation between two or morepkayees. In such cases, all
employees involved shall be tested. When one oemmployees is only
attempting to restrain those individuals involvadtie altercation, e.g. Police or
supervisory staff who are performing their officilties, they shall not be tested.
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The employee(s) in these situations MUST be testéelss at the time of the accident/incident
the employee’s performance can be completely digenluas a contributing factor to the
accident/incident.

Following an accident, the employee(s) shall beetkas soon as possible, but not to exceed eight
(8) hours for alcohol testing and thirty-two (32juns for drug testing. Any employee involved

in an accident must refrain from alcohol use fghei(8) hours following the accident or until
he/she undergoes a post-accident alcohol testefiployee who leaves the scene of an accident
without appropriate authorization prior to submissio drug and alcohol testing or who fails to
refrain from the use of alcohol or drugs priordeting, will be considered to have refused the
test and will be subject to discharge.

This drug and alcohol screen will be identicalhtattutilized in IV. A.c. Reasonable Suspicion.

B. Confirmation of a Positive Screen

The County Medical Review Officer (MRO) will reviete results of drug and /or alcohol test
from the laboratory, verify the laboratory repantiadetermine if the applicant/employee received
a positive or negative result from the drug test.

If the applicant/employee receives a positive testilt, that individual will receive a call frometh
Medical Review Officer (a personal interview maydreanged) who will review the individual’s
medical history, including any medical records aiaimedical information provided. During the
interview, the individual will be afforded the optanity to discuss the test results and to offer
any additional or clarifying information which mayplain the positive result.

If there is some new information which may affdet finding, the Medical Review Officer may
request the laboratory to perform additional testin the original specimen in order to further
clarify the results. Following these steps, alfthetermination will be made that the test is aithe
positive or negative and the employee will be sassdi.

The MRO will not convey test results to the Coustgtesignated representative or to any County
official until the MRO has made a final decisiomtlhe test was positive or negative. If the
employee unacceptably fails to keep his/her appwnt with the MRO and does not contact the
MRO within five (5) working days, the test will lmensidered positive and appropriate action
will be taken.

1. Request for Retest

If an employee has taken a urine test for drugstl@desults are positive, the employee may
request a RETEST OF THE ORIGINAL SPLIT SAMPLE. égtlined by FTA and FHWA, the
retest will be conducted at the Gas Chromatograyass Spectrometry level only.

To initiate a retest, the employee must first sciteedn appointment to meet with the MRO or
his/her designee within three (3) working dayshef date upon which the employee was notified
that the initial test was positive. If, after timeeting, the employee wishes to proceed with the
retest procedures the employee must send a wrétprest, a certified check or money order for
the cost of the retest, along with a completed fdetailing the name and address of the DHHS
certified lab the employee wishes the specimeretretested to the MRO. The written request,
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certified check or money order, and the form mespbstmarked within three (3) calendar days
from the date the employee met with the MRO.

Upon receipt of the results from a Department odltheand Human Services (DHHS) certified
laboratory, the employee will be contacted to mretorthe MRO to receive a copy of the results.

During the time required for the retest, the emptwill continue in the same status he/she had
prior to the retest. In the event that the sedestireturns a negative result, the employee will b
compensated for any time or benefits lost and ts¢ af the retest.

2. Sample Deterioration

As some samples may deteriorate during storagecidet levels of the drug in the retest may
record below the detention limits of the first test

As long as the results of the second test are eéqumalgreater than the established sensitivity of
the confirmatory test, the second test shall beidened and reported as corroborative of the
original positive results.

3. Observed Drug Tests

There are certain situations in which an employegpplicant will be required to submit to an
observed urine screen.

* When an employee or applicant submits a urine spatiwhich is determined by the
collector to be outside the normal range by vidtieolor, clarity, odor or temperature (90 to
100F), the employee or applicant will be advisedridergo an observed urine screen at that
time and the collector will document his/her detexation and the reasons therefore.

* When the sample collector witnesses, during a daugen, conduct which clearly indicates
an attempt to substitute or adulterate the samspleh notation will be recorded and the
employee/applicant will be instructed to undergmbserved screen at that time.

* When a drug screen test result is inconclusive usraf the presence of an interfering
substance, or the levels of specific gravity arehtnine in the urine are low or for any other
reason, an observed screening will be require&ssrd contrary decision is issued by the
MRO.

V. ENFORCEMENT OF POLICY THROUGH DISCIPLINE

A. Pre-Employment

Under its own authority, Paulding County will tegtplicants immediately following the offer of
employment or transfer into a safety-sensitive tomsi Receipt by the County of a negative drug
test result is required prior to employment. Failaf a pre-employment drug test will disqualify
an applicant for a period of twenty-four (24) manthf, after a 24 month period, the individual
wishes to re-apply to the County, he or she magado only if he/she can provide proof that
he/she has received an evaluation by a SAP ant/eelcappropriate treatment.

B. Random Testing

Any employee who tests positive for drug and/oohéd pursuant to a random screen will be
discharged immediately.
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Employees who test positive will be referred toAPSand the County will pay for the initial
consultation only. Subsequent treatment costsheilborn by the employee.

C. Reasonable Suspicion

Any employee who tests positive for drugs and/oolabl pursuant to a reasonable suspicion
screen will be discharged. As required by FTA BRWA, the reasonable suspicion
determination will be made by one (1) appropriatedyned County supervisor.

D. Post Accident/Incident

Any employee who is involved in an accident/inciceho tests positive for drugs and/or alcohol
will be discharged, regardless of the ultimate préability determination or the extent of any
damage or personal injury. See Section IV.A.-Jhcatcidents/incidents which require drug and
alcohol testing.

E. Return to Duty

Any employee who is covered by this provision aribwests positive for drugs and/or alcohol
pursuant to a return to duty screen will be disghdr

Employees who test positive in the following ciratamces will be subject to termination.
1) Absence from duty for more than thirty (30) calendiays, even if the absences are not
consecutive; or
2) Workers’ Compensation injury and/or absence; or
3) Medical disqualification for matters other thangkalcohol related treatment and/or use.

F. Probationary Employees

Any probationary employee who tests positive fargdrand/or alcohol during his/her
probationary period will be discharged. This irga temporary employees who are
recommended for full-time status.

G. Refusal to Take Test

Any employee who refuses to submit to any drug@malcohol test, either by word or action,
will be discharged. As required by FTA and FHWHRistwill be reported as a positive screen.
This will include any employee who fails to provideirine sample or an adequate amount of
breath for an alcohol test within a reasonable {eod.

However employees who have difficulty providingaargple will be given liquids and an ample
opportunity to produce a sample. This time pesbdll not exceed two (2) hours from the time
in which the employee arrived at the collectioe sihless there are extenuating medical
circumstances. Employees who notify their supentisat they are ill when they are informed
that they are required to take a drug and/or alcso will be given prompt medical attention,
which must also include a drug and/or alcohol test.

Once an employee is notified that a drug/alcoha@est is required, that employee must report

to the Collection Site within one hour. Failureajgpear in the allotted time will be treated as a
positive screening and will result in terminatiamass extenuating circumstances which can be
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verified exist. In the event that a drug/alcotmkgn is required following an accident/incident,
or under the reasonable suspicion testing procsdtire employee will be transported to the
Collection Site by a County representative.

H. Test Tampering and/or Non-Compliance with Tesfmocedures

In situations where it has been determined thamaployee has tampered with his/her urine
sample or an employee refuses or fails, after redsle opportunity, to complete any step in the
drug testing process, he/she will be discharged.

Every effort will be made to receive the resultglnfg screening as promptly as possible. The
usual time frame for the County to receive the Iteswill be 48-72 hours after the specimen is
collected. If the testing was performed post-agcifincident or under reasonable suspicion, the
employee will be placed on paid administrative &antil the test results are received.

VI. METHODOLOGY

The County Human Resources Department will havedbgonsibility to coordinate all testing
efforts including contracts with any off-site cateon facility and will ensure that all testing is
performed in accordance with Federal Transit Adstiation (FTA) and Federal Highway
Administration (FHWA) rules on drug and alcoholtieg, as well as requirements by the
Department of Health and Human Services (DHHS)mdigg collections, chain of custody, and
laboratory procedures which have been adoptedéoZtunty as well as any additional testing
rules and procedures that are specified withinghblgy.

A. Drug Testing Procedures

The County will contract for laboratory servicedtwa laboratory certified by the DHHS. These
laboratories have been rigorously inspected anddemd meet the highest standards for
analytical competence. The laboratory will utileéwo-tier testing methodology. If a specimen
is positive on the initial immunoassay test, a oomdtory test will be conducted. The only
confirmatory test permitted is the GC/MS-Gas Chrmgeaphy/Mass Spectrometry. As required
by FTA and FHWA the urine specimen must be split paured into two specimen bottles. This
provides the employee with the option of havingaaalysis of the split sample performed at a
separate DHHS laboratory should the primary spetitest results be verified positive. The test
will be considered positive if the amounts presertabove the minimum thresholds established
in 49 CFR Part 40, as amended.

1. Role of Substance Abuse Professional

The FTA and FHWA regulations provide that any indibal who has verified positive drug test
must be removed immediately from his or her posititn addition, he or she must be advised of
the resources available to evaluate and resolMggms associated with drug abuse, including the
names, addresses, and telephone numbers of substabase professionals and counseling and
treatment programs. The employee must also bei@eal by a Substance Abuse Professional
(SAP) who shall determine what assistance, if #myemployee needs in resolving problems
associated with prohibited drug use.

If an employee’s screening findings results in ieation of employment, he/she will be afforded
the opportunity to be evaluated by an SAP withGoenty bearing the cost of the initial
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assessment only. Additional treatment will behatémployee’s expense, if such treatment is
desired.

An SAP can be (1) a licensed physical (M.D. or D@.a licensed or certified psychologist,
social worker, or employee assistance professioviti,knowledge of and clinical experience in
the diagnosis and treatment of drug and alcohatedldisorders; or (2) an addictions counselor
certified by the National Association of Alcoholissmd Drug Abuse Counselors Certification
Commission.

The role of the Substance Abuse Professional ($\®)
- Evaluate whether an employee who has refused toistda drug test or who has a
verified positive drug test is in need of assistaimcresolving problems associated

with prohibited drug use.

B. Alcohol Testing Procedures

The FTA and FHWA regulations require breath tesbiegollected through the use of an
Evidential Breath Testing Device (EBT) that is apd by the National Highway Traffic Safety
Administration (NHTSA). The test must be perfornisda trained breath alcohol technician
(BAT).

The FTA regulations prohibit any employee with &ohol concentration of 0.04 or greater from
performing his/her duties until he/she has beetuated by a SAP. Further, FTA requires that
an employee with an alcohol concentration of 0®0@.039 must be removed from duty for at
least eight hours. However the FHWA requires #mémployee showing an alcohol
concentration between 0.02 and 0.039 must be rednioom duty for twenty-four (24) hours.

Therefore, Paulding County, under its own authoxity remove any employee from duty with

an alcohol concentration between 0.02 and 0.038 famimum of twenty-four hours pending
disciplinary action. In addition, employees whstteetween 0.02 and 0.039 may be suspended
for three (3) working days under the County’s owtharity. Employees with an alcohol
concentration of 0.04 or greater will be dischargedhediately. At this time the employee will
be referred to the Substance Abuse Professionalviduation.

1. Evidential Breath Testing Device (EBT)

An EBT is a breath testing device that is capabliméasuring an employee’s alcohol
concentration. It must be able to distinguish latitdrom acetone at the 0.02 alcohol
concentration level. An EBT must be capable ofdemting an air blank and performing an
external calibration check. For confirmation tetite FTA and FHWA require the use of EBTs
that can:

* Produce a printed result in triplicate or threesmmmutive identical copies of each breath
test.

» Print a unique and sequential number of each cdetplest, with the BAT and the
employee being able to read the number before teathand print the number on each
copy of the result.

* Print on each copy of the result, the manufactaneame for the device, the device’s
serial number, and the time of the test.
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2. Breath Alcohol Technician (BAT)

The alcohol tests must be performed by a breatithaldechnician who is “trained to

proficiency” in the operation of the EBT he/sheigng and in the alcohol testing procedures
specified in the regulations. The BAT must conplaticcessfully a NHTSA approved course of
instruction that provides training in the principlef EBT methodology, operation and calibration
checks. In addition, the BAT must complete tragnim the fundamentals of breath analysis for
alcohol content, the procedures required for obigia breath specimen, and interpreting and
recording EBT results.

3. Alcohol Breath Testing Process

The following procedures will be used to conduet tibst:

Screening Test — The BAT will inform the employdéh® need to conduct a screening test. The
BAT must open an individually sealed, disposal rhpigce in the view of the employee and
attach it to the EBT.

If the result of the screening test is an alcoloolaentration of less than 0.02, no further tesisng
required, and the employee may return to his/nHedjdies.

Confirmation Test — If the result of the screentiest is an alcohol concentration of 0.02 or
greater, a confirmation test must be performed.

The confirmation test must be conducted at leashithites, but not more than 20 minutes, after
the completion of the initial test. This delayy#ats any accumulation of alcohol in the mouth
from leading to an artificially high reading. TBAT will inform the employee of the need to
conduct a confirmation test. The employee wilifsgructed not to eat, drink, or put any object
or substance in his/lher mouth. The BAT will alsstiuct the employee not to belch to the extent
possible while awaiting the confirmation test. B®T must inform the employee that the test
will be conducted at the end of the waiting pereen if the employee has disregarded the
instructions.

The confirmation test is conducted using the saroegalures as the screening test.If the initial
and confirmatory test results are not identicad, ¢bnfirmation test result is deemed to be the
final result.

Under its own authority, Paulding County has deteeth that, if on the confirmation test, the
employee test 0.02 or higher, he/she will be suligedisciplinary action as outlined to Section V
of this policy.

Refusal by an employee to complete and sign th@#haldesting form, to provide an adequate
amount of breath (except as noted below), or otiserte cooperate with the collection process
must be noted on the form and the test will be ileated. The employee’s actions will be
regarded as a refusal. The test will be reporsed positive. The employee will be referred
immediately to his/her supervisor for disciplinamgtion which will result in a recommendation
for discharge.

If an employee attempts and fails to provide argadee amount of breath, the BAT must note
this on the form and immediately inform his/her eisor.
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The BAT shall direct the employee to the MRO foremaluation concerning the employee’s
medical ability to provide an adequate amount eflbit. The evaluation should be made as soon
as practical after the attempted breath test.

If the MRO determines that there was a valid mddigason for the inadequate amount of
breath, the employee’s failure to provide an adegamount of breath is not considered a
refusal. If no valid medical reason is determibgdhe MRO, the inadequate amount of breath
must be considered a refusal to take the testtantest will be reported as a positive.

4. Use of Blood Alcohol Tests

The County, under its own authority, will make hicaicohol tests available to employees, when
so requested, immediately following a confirmeditpas result from a breath alcohol test. Blood
alcohol tests are optional and will be conductelg after the required initial and confirmatory
breath testing process has been completed andgaedLpositive result. Optional blood alcohol
testing will not be allowed in lieu of required htbk testing nor will the optional blood testing, if
negative, necessarily return the employee to serviEmployees will be required to meet the
County’s breath testing standard (<0.02) in orderantinue in service.

5. Role of the Substance Abuse Professional

The County, under its own authority, will requibat any individual who has a breath alcohol
concentration of 0.02 or greater be immediatelyaesd from his/her position. The employee
must be assessed by a Substance Abuse Profeg8éilwho must determine what assistance,
if any, the employee needs in resolving problenss@ated with alcohol misuse. In addition,
he/she must be advised of the resources availalgieaiuate and resolve problems associated
with alcohol misuse, including name, addressesteleghone numbers of appropriate counseling
and treatment programs.

A Substance Abuse Professional referral is requirieether or not termination is a consequence
of a confirmed positive test.

VIl.  DEFINITION OF TERMS

Alcohol
A liquid depressant which slows down physical resgs and progressively impairs mental
functioning. Usually leaves a distinctive odortbe user’s breath.

Alcohol Misuse

Occurs when an employee arrives at the work sitie &ctohol in his/her system or the odor of
alcohol on his/her breath; consumes a beveragaioomg alcohol while on duty, subject to duty,
within eight hours of reporting for duty, or duricgffee and/or lunch breaks; or is late to work or
absent from work due to the consumption of alcohol.

Amphetamines
Central nervous stimulants that speed up the mikdbady and most often appear in capsule

form. Also called “speed” or “crystal”. May beken orally, injected or inhaled through the
nose.
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Assay

Initial test required by the regulations to be aimthe urine specimen. This test is based on the
ability of antibodies to recognize drugs in biokajifluids. If any prohibited drug registers
positive on this first test the confirmatory testhen run.

Barbiturates

A central nervous system depressant that slows diogvheartbeat, breathing and brain activity.
Also called “Barbs”, “Downers” or “Bennies”. Theye usually taken in a tablet or capsule form
of different colors; however, they are sometimamfbin a liquid or inject able form.

Benzodiazepines

Central nervous depressants used for the treathamixiety, panic attacks, phobias, and alcohol
withdrawal. Includes Valium, Librium, Ativan, Xanaand Serax. They are taken in a capsule,
tablet or liquid form.

Cannabinoids (Marijuana)

A hallucinogen made from a plant substance call@tn@bis Sativa. It contains an active
ingredient, the chemical Tetrahydrocannabinol (TH@jested in various ways, primarily
through smoking the leaf. It acts almost exclugiws the brain, altering the proper
interpretation of incoming messages, perceptiodssanses.

Cocaine

A drug derived from the coca bush which is usuedipverted to a powder for use, often by
inhaling through the nose or injecting in the veitisis a powerful physical and mental stimulant.
“Rock” or “Crack” is a variant.

Controlled Substances

Any drugs that are classified by the Drug Enforceteministration (DEA) into the five
schedules or classes on the basis of their poténtiabuse, accepted medical use, and accepted
safety for use under medical supervision. A drugny of these schedules identifies that is
controlled and determined the nature of supervisontrol that must be exercised. Medications
containing any controlled substance must be ptasgiiby a physician who has a valid DEA
license number.

DHHS
Department of Health and Human Services

Disabling Damage

Damage that precludes departure of the vehicle flemscene of the accident in its usual manner
in daylight after simple repairs. It includes dagmao vehicles that could have been operated but
would have been further damaged if so operated.

DOT
Department of Transportation

Drug
Any substance which affects an employee’s abititpeérform his/her job or poses a threat to the

safety of others. This definition includes “oveetcounter” drugs and/or drugs which require a
prescription or other written approval from a lised practitioner/physician or dentist for their
use.
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Drug Abuse
Use of any illegal drug or controlled substancéuaiit a valid prescription, misuse of legally

prescribed drugs, or use of illegally obtained pripsion drugs. This includes use of prescription
drugs legally prescribed to another individual ottean one’s self.

Evidential Breath Testing (EBT) Device

A device approved by the National Highway Traffaf&@y Administration (NHTSA) for the
evidential testing of breath and placed on the NAS SConforming Products List for Evidential
Breath Measurement Devices” (CPL).

Extended Medical Family Leave
An absence from work of thirty calendar days orengy an employee because of medical,
psychological or physical disability on the partloé employee/family member.

FHWA
Federal Highway Administration

Fit for Duty
An employee is fit for duty when he/she is unequalty able to perform his/her job duties,

including when he/she is ready to work or workinighaut the presence of any alcohol or the
presence of any specified drugs or their metalsotiteprescribed by this Drug and Alcohol
Policy.

FTA
Federal Transit Administration

GC/IMS
Gas Chromatography/mass spectrometry, which ise¢bhend or confirmatory test for the positive
assay test. This is considered the most accunateediable test technique available.

lllegal Use
Use of any illegal drug, misuse of legally presedlarugs, and user of illegally obtained

prescription drugs.

Incident
A single event or occurrence which triggers drud altohol test, as defined in this policy.

Marijuana
(See Cannabinoids)

Medically Authorized
A prescription or other writing from a licensed ghgfan or dentist for the use of a drug in the
course of medical treatment, including the use efftradone in a certified drug program.

Medical Review Officer (MRO)

A County authorized licensed physician, medicaltdioor doctor of osteopathy responsible for
receiving laboratory drug test results, who hassedge of substance abuse disorders and
appropriate medical training to interpret and eatduan individual’s confirmed positive test
result together with his/her medical history ang ather relevant biomedical information.
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Metabolite
A modified form of a drug that has been chemicaltgred by the body’s metabolic system.

On Duty
An employee is “on duty” or “subject to duty” withthe meaning of this provision:

e On his/her regularly scheduled work days

» From the time he/she arrives on the property timéiltime he/she completes his or her
work assignments and leaves the property

* When reporting to the collection site for alcohodoug screening

* When the employee has volunteered to or has begmas extra work on his/her day
off, vacation, etc.

* While on an “on-call” status or prior to the staftduty, when told in advance that he or
she is expected to be on duty at some point ifuttuee

* When involved with County business while not on Gtyyroperty

» Alcohol consumption prohibited eight (8) hours pti@ duty

Opiates
Narcotic drugs which depress body functions andti@as and in large doses may cause

euphoria. Includes Opium, Morphine, Codeine, HerbBiemerol, and Percodan to nhame a few.

Over-the-Counter

Includes medications that can be purchased withguescript but which contain alcohol
derivatives or other drugs which may affect anvidiial physiologically (cold medicines, back
pain relievers, allergy tablets, etc)

Phencyclidine
A drug which acts simultaneously as both a depressad hallucinogen and often produces

extreme mood shifts. Often called PCP, it is Ugusdld as a powder and mixed with marijuana.

Positive Alcohol Test

The presence of alcohol in the body at a conceotraif 0.02 or greater as measured by an
Evidential Breath Testing (EBT) device. Refusalake a breath test without a valid medical
explanation also constitutes a positive alcohdl tes

Reasonable Suspicion

When specific contemporaneous, articulate ablergbiens concerning the appearance,
behavior, speech, or body odor of the safety-sgasiimployee as presented to the trained
supervisor establishes “reasonable suspicion” helcole that substance use may be causing the
behavior.

Safety-Sensitive Employee

An employee whose job functions are, or whose naludes the performance of functions related
to mass transportation services and as definetlebf# TA and FHWA. The following are the
categories of safety-sensitive functions:

» Operating a revenue service vehicle, including whatin revenue service
» Operating a non-revenue service vehicle, when requo be operated by a holder of a
Commercial Driver’s License (CDL).
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» Controlling dispatch or movement of a revenue serviehicle or equipment used in
revenue service.

» Maintaining revenue service vehicles or equipmeseduin revenue service.

» Carrying a firearm for security purposes

* Any supervisor who performs or whose descriptianudes the performance of any
function listed above is also considered a safensitive employee

» Contractors who “stand in the shoes” of County tyadensitive employees

Substance Abuse Professional (SAP)

A County authorized licensed or certified psychadbgsocial worker, employee assistance
professional, or a certified psychologist, sociatker, employee assistance professional, or a
certified addiction counselor, with knowledge odantinical experience in the diagnosis and
treatment of drug and alcohol related disorders.

Unfit for Duty
An employee is unfit for duty when he/she is noéquivocally able to perform his/her job duties,

including when he/she is not ready to work or wogkivithout the presence of any alcohol or the
presence of any specified drugs or their metalsoditeprescribed by this Drug and Alcohol
Policy.

Use

The presence of any controlled substance in thg,mdhe consumption of any beverage,
mixture, or preparation, including any medicaticontaining alcohol.
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Attachment A

ALCOHOL FACT SHEET

Alcohol is a socially acceptable drug that has beeoonsumed throughout the world for
centuries. It is considered a recreational beveragwhen consumed in moderation for
enjoyment and relaxation during social gatherings.However, when consumed primarily for
its physical and mood-altering effects, it is a sidtance of abuse. As a depressant, it slows
down physical responses and progressively impairsental functions.

» Signs and Symptoms of Use

(Note:

Dulled mental processes
Lack of coordination

Odor of alcohol on breath
Possible constricted pupils
Sleepy or stuporous condition
Slowed reaction rate

Slurred speech

Except for the odor, these are generalssignd symptoms of any depressant substance.)

+ Health Effects

The chronic consumption of alcohol (average of éhservings per day of beer [12 ounces],
whiskey [1 ounce], or wine [6 ounce glass]) ovardimay result in the following health hazards:

Decreased sexual functioning

Dependency (up to 10 percent of all people whokdainohol become physically and/or
mentally dependent on alcohol and can be termedtalic”)

Fatal liver diseases

Increased cancers of the mouth, tongue, pharyophegus, rectum, breast, and
malignant melanoma

Kidney disease

Pancreatitis

Spontaneous abortion and neonatal mortality

Ulcers

Birth defects (up to 54 percent of all birth defeate alcohol related).

e Social Issues

Two-thirds of all homicides are committed by peopteo drink prior to the crime.

Two to three percent of the driving populationdgdlly drunk at any one time. This rate
is doubled at night and on weekends.

Two-thirds of all Americans will be involved in aalcohol-related vehicle accident
during their lifetimes.

The rate of separation and divorce in families waitohol dependency

problems is 7 times the average.

Forty percent of family court cases are alcohobfam related.
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- Alcoholics are 15 times more likely to commit sdieithan are other segments of the
population.

- More than 60 percent of burns, 40 percent of f&l#spercent of boating accidents, and
76 percent of private aircraft accidents are altodlated.

The Annual Toll

- 24,000 people will die on the highway due to thgally impaired driver.

- 12,000 more will die on the highway due to the htileaffected driver.

- 15,800 will die in non-highway accidents.

- 30,000 will die due to alcohol-caused liver disease

- 10,000 will die due to alcohol-induced brain digeas suicide.

- Up to another 125,000 will die due to alcohol-rethtonditions or accidents.

Workplace Issues

- It takes one hour for the average person (150 mundprocess one serving of an
alcoholic beverage from the body.

- Impairment in coordination and judgement can becbjely measured with as little as
two drinks in the body.

- A person who is legally intoxicated is 6 times miikely to have an accident than a
sober person.
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Attachment B
LISTING OF SAFETY-SENSITIVE CLASSIFICATIONS
SENIOR SERVICES DEPARTMENT

Van Driver
Program Coordinator
Senior Services Director

ROAD DEPARTMENT

Director

Crew Supervisor
Equipment Operator llI
Equipment Operator Il
Administrative Secretary
Clerk — Typist

MAINTENANCE SHOP

Director

Lead Shop Mechanic

Field Maintenance Mechanic
Mechanic

Services Technician
Administrative Secretary

WATER DEPARTMENT

Director

Assistant Director
Services Manager
Equipment Operator llI
Equipment Operator Il

IMPORTANT NOTE: This listing may be revised perically. If a “safety-
sensitive” job classification, as defined in thidigy, is inadvertently omitted
from this listing, that job classification is, netreeless considered to be safety-
sensitive and is subject to the random testingquores.
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DRUG AND ALCOHOL TESTING POLICY
PAULDING COUNTY TRANSIT

A. PURPOSE

The Paulding County Transit System of the Paul@ognty Board of Commissioners
(hereafter referred to as Paulding Transit) pravigigblic transit and paratransit services for
county residents. Part of our mission is to enshiaiethis service is delivered safely,
efficiently, and effectively by establishing a dragd alcohol-free work environment, and to
ensure that the workplace remains free from thecesfof drugs and alcohol in order to
promote the health and safety of employees andaheral public. In keeping with this
mission, Paulding Transit declares that the unlamfanufacture, distribution, dispense,
possession, or use of controlled substances orsmisiualcohol is prohibited for all
employees.

Additionally, the purpose of this policy is to dsiah guidelines to maintain a drug and
alcohol-free workplace in compliance with the Difeigee Workplace Act of 1988, and the
Omnibus Transportation Employee Testing Act of 19%his policy is intended to comply
with all applicable Federal regulations governingrkplace anti-drug and alcohol programs

in the transit industry. Specifically, the Federeansit Administration (FTA) of the U.S.
Department of Transportation has published 49 C&R 55, as amended, that mandate
urine drug testing and breath alcohol testing &fety-sensitive positions, and prohibit
performance of safety-sensitive functions whendhgl positive test result. The U. S.
Department of Transportation (USDOT) has also ghield 49 CFR Part 40, as amended, that
sets standards for the collection and testing ioeuaind breath specimens.

Any provisions set forth in this policy that areluded under the sole authority of the Paulding
County Board of Commissioners and are pralvided under the authority of the above named
Federal regulations are underlined.

B. APPLICABILITY

This Drug and Alcohol Testing Policy applies tosdfety-sensitive employees (full- or part-
time) when performing any transit-related busin@ssafety-sensitive function is any duty
related to the safe operation of mass transit seivicluding the operation of a revenue service
vehicle (whether or not the vehicle is in reveneviee), maintenance of a revenue service
vehicle or equipment used in revenue service, #gquersonnel who carry firearms, dispatchers
or person controlling the movement of revenue serviehicles and any other transit employee
who is required to hold a Commercial Drivers Ligenglaintenance functions include the repair,
overhaul, and rebuild of engines, vehicles andgoiignent. A list of safety-sensitive positions
who perform one or more of the above mentionededus provided in Attachment A.
Supervisors are only safety sensitive if they panfone of the above functions.

C. DEFINITIONS

Accidentmeans an occurrence associated with the operatianrevenue service vehicle even
when not in revenue service in revenue servicehiclwrequires a Commercial Drivers License
to operate, if as a result—
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(1) Anindividual dies;

(2) An individual suffers a bodily injury and immedibteeceives medical treatment away
from the scene of the accident; or,

(3) One or more vehicles incurs disabling damage asethdt of the occurrence and is
transported away from the scene by a tow trucklerovehicle. For purposes of this
definition, disabling damageneans damage which precludes departure of anylgehic
from the scene of the occurrence in its usual maimngaylight after simple repairs.
Disabling damage includes damage to vehicles thatihave been operated but would
have been further damaged if so operated, butmmeaclude damage which can be
remedied temporarily at the scene of the occurrentteut special tools or parts, tire
disablement without other damage even if no spegéstavailable, or damage to
headlights, taillights, turn signals, horn, mirrorswindshield wipers that makes them
inoperative.

Adulterated specimer\ specimen that contains a substance that isxpected to be present in
human urine, or contains a substance expected poelsent but is at a concentration so high that
it is not consistent with human urine.

Alcoholmeans the intoxicating agent in beverage alcatbyjl alcohol, or other low molecular
weight alcohols contained in any beverage, mixtomathwash, candy, food, preparation or
medication.

Alcohol Concentratioris expressed in terms of grams of alcohol perl2d$ of breath as
measured by an evidential breath testing device.

Canceled Tedb a drug test that has been declared invalid Mgdical Review Officer. A
canceled test is neither positive nor negative.

Covered Employemeans an employee who performs a safety-sen$itnation including an
applicant or transferee who is being considereafoployment to perform a safety-sensitive
function (See Attachment A for a list of coveredptoyees).

Dilute specimenA specimen with creatinine and specific gravisjyues that are lower than
expected for human urine.

Disabling damageneans damage which precludes departure of anyledhien the scene of the
occurrence in its usual manner in daylight after@e repairs. Disabling damage includes
damage to vehicles that could have been operataddald have been further damaged if so
operated, but does not include damage which caarbedied temporarily at the scene of the
occurrence without special tools or parts, tiradisment without other damage even if no spare
tire is available, or damage to headlights, tdiliig turn signals, horn, mirrors or windshield
wipers that makes them inoperative.

Medical Review Officer (MRQjeans a licensed physician (medical doctor orafadt
osteopathy) responsible for receiving laboratosults generated by the drug testing program
who has knowledge of substance abuse disorderd)amdppropriate medical training to
interpret and evaluate an individual's confirmedifie test result, together with his/her medical
history, and any other relevant bio-medical infotiora
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Negative test resufor a drug test means a verified presence of teetified drug or its
metabolite below the minimum levels specified in@PR Part 40, as amended. An alcohol
concentration of less than 0.02 BAC is a negdggeresult.

Non-negative test resu#t a test result found to be adulterated, substiiavalid, or positive for
drug/drug metabolites. Non-negative results aresiciered a positive test or refusal to test if
MRO cannot determine legitimate medical explanation

Positive test resufor a drug test means a verified presence of tastifled drug or its
metabolite at or above the minimum levels speciiiedd CFR Part 40, as amended. A positive
alcohol test result means a confirmed alcohol coimagon of 0.04 BAC or greater.

Prohibited drugmeans marijuana, cocaine, opiates, amphetaminpbencyclidine at levels
above the minimum thresholds specified in 49 CFR /3 as amended.

Revenue Service Vehicleslude all transit vehicles that are used for pager transportation
service or that require a CDL to operate.

Safety-sensitive functiomsclude (a) the operation of a transit revenugiservehicle even when
the vehicle is not in revenue service; (b) the apien of a non-revenue service vehicle by an
employee when the operation of such a vehicle reguhe driver to hold a Commercial Drivers
License (CDL); (c) maintaining a revenue serviashigle or equipment used in revenue service;
(d) dispatchers and (e) carrying a firearm for siécpurposes.

Substance Abuse Professional (SAfans a licensed physician (medical doctor orataaft
osteopathy) or licensed or certified psychologistial worker, employee assistance professional,
or addiction counselor (certified by the Nationasaciation of Alcoholism and Drug Abuse
Counselors Certification Commission or by the In&ional Certification Reciprocity
Consortium/Alcohol and other Drug Abuse) with knedde of and clinical experience in the
diagnosis and treatment of drug and alcohol reldisarders.

Substituted specimeA.specimen with creatinine and specific gravitjues that are so
diminished that they are not consistent with humnnaimne.

Test Refusal The following are considered a refusal to tete employee:

» Fails to appear for any test within a reasonabbe tias determined by the employer, after
being directed to do so by the employer

» Fails to remain at the testing site until the tegprocess is complete;

» Fails to provide a urine specimen for any drug tegtiired by Part 40 or DOT agency
regulations;

* Inthe case of a directly observed or monitoredectibn in a drug test, fails to permit the
observation or monitoring of your provision of a&sjmen

» Fails to provide a sufficient amount of urine witkrected, and it has been determined,
through a required medical evaluation, that theme mo adequate medical explanation for
the failure

» Fails or declines to take a second test the emplamyeollector has directed you to take;

» Fails to undergo a medical examination or evalmatis directed by the MRO as part of
the verification process, or as directed by the RERart of the ““shy bladder" procedures

» Fails to cooperate with any part of the testingcpss (e.g., refuse to empty pockets when
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so directed by the collector, behave in a confitiortal way that disrupts the collection
process).

» if the MRO reports that there is verified adultechbr substituted test result,

Verified negative tesheans a drug test result reviewed by a medicatwewificer and
determined to have no evidence of prohibited disgyabove the minimum cutoff levels
established by the Department of Health and Huneami&s (DHHS).

Verified positive testneans a drug test result reviewed by a medic#wesfficer and
determined to have evidence of prohibited drugals®/e the minimum cutoff levels specified in
49 CFR Part 40 as revised.

Validity testingis the evaluation of the specimen to determirieisf consistent with normal
human urine. The purpose of validity testing isliédermine whether certain adulterants or
foreign substances were added to the urine, ifithee was diluted, or if the specimen was
substituted.

D. EDUCATION AND TRAINING

Every covered employee will receive a copy of floticy and will have ready access to the
corresponding federal regulations including 49 GFRts 655, and 40. In addition, all covered
employees will undergo a minimum of 60 minutesrairting on the signs and symptoms of drug
use including the effects and consequences of usagn personal health, safety, and the work
environment. The training also includes maniféstat and behavioral cues that may indicate
prohibited drug use.

All supervisory personnel who are in a positiomé&bermine employee fithess for duty will
receive 60 minutes of reasonable suspicion trainimthe physical, behavioral, and performance
indicators of probable drug use and 60 minutesiditenal reasonable suspicion training on the
physical, behavioral, speech, and performance ataolis of probable alcohol misuse.

Information on the signs, symptoms, health effemtsl consequences of alcohol misuse is
presented in Attachment B of this policy.

E. PROHIBITED SUBSTANCES

Prohibited substances addressed by this policydecthe following.

(1) lllegally Used Controlled Substance or Drugs UrttierDrug-Free Workplace Act of
1988 any drug or any substance identified in Scleeldinrough V of Section 202 of the
Controlled Substance Act (21 U.S.C. 812), and gbhdu defined by 21 CFR 1300.11
through 1300.15 is prohibited at all times in Warkplace unless a legal prescription
has been written for the substance. This incluldgtsis not limited to: marijuana,
amphetamines, opiates, phencyclidine (PCP), andim®cas well as any drug not
approved for medical use by the U.S. Drug Enforagmeministration or the U.S.
Food and Drug Administration. Illegal use includese of any illegal drug, misuse of
legally prescribed drugs, and use of illegally ated prescription drugs. Also, the
medical use of marijuana, or the use of hemp melateducts, as which cause drug or
drug metabolites to be present in the body abowertimimum thresholds is a violation
of this policy
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Federal Transit Administration drug testing regolas (49 CFR Part 655) require that all
covered employees be tested for marijuana, cocamphetamines, opiates, and
phencyclidine as described in Section H of thisgyol lllegal use of these five drugs is
prohibited at all times and thus, covered employeag be tested for these drugs anytime
that they are on duty.

(2) Legal Drugs: The appropriate use of legally présatidrugs and non-prescription

medications is not prohibited. However, the usarof substance which carries a

warning label that indicates that mental functignimotor skills, or judgment may be

adversely affected must be reported to a Pauldiagsit supervisor and the employee is

required to provide a written release from his#t@ector or pharmacist indicating that

the employee can perform his/her safety-sensitimetfons.

(3) Alcohol: The use of beverages containing alcohatl(iding any mouthwash,
medication, food, candy) or any other substancels that alcohol is present in the body
while performing safety-sensitive job functiongi®hibited. An alcohol test can be
performed on a covered employee under 49 CFR Barjust before, during, or just
after the performance of safety-sensitive job fiomst. Under Paulding Transit's
authority, an alcohol test can be performed ang ntcovered employee is on duty.

PROHIBITED CONDUCT

(1)

(2)

(3)

(4)

(5)

(6)
(7)

(8)

All covered employees are prohibited from reportimigduty or remaining on
duty any time there is a quantifiable presence mfohibited drug in the body
above the minimum thresholds defined in 49 CFR PARTas amended.

Each covered employee is prohibited from consuralnghol while performing
safety-sensitive job functions or while on-callperform safety-sensitive job
functions. If an on-call employee has consumedhait; they must
acknowledge the use of alcohol at the time that #ve called to report for duty.
The covered employee will subsequently be reliefdus/her on-call
responsibilities.

The Transit Department shall not permit any coveragloyee to perform or
continue to perform safety-sensitive functiong Has actual knowledge that the
employee is using alcohol.

Each covered employee is prohibited from repgrto work or remaining on
duty requiring the performance of safety-sensitive

functions while having an alcohol concentratior®ddf4 or greater regardless of
when the alcohol was consumed.

No covered employee shall consume alcohol for €igjhhours following
involvement in an accident or until he/she subatthe post-accident
drug/alcohol test, whichever occurs first.

No covered employee shall consume alcohol withim {d) hours prior to the
performance of safety-sensitive job functions.

The Paulding County Board of Commissioners undepitn authority also
prohibits the consumption of alcohol during lun@ripds, rest breaks, split shift
breaks, or anytime the employee is in uniform.

Consistent with the Drug-free Workplace Act of 1988 Paulding County
employees are prohibited from engaging in the ufubmanufacture,
distribution, dispensing, possession, or use dfipited substances in the work
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place including Transit Department premises, ttareiicles, while in uniform
or while on Paulding County business.

F. DRUG STATUTE CONVICTION

Consistent with the Drug Free Workplace Act of 198IBemployees are required to notify
Paulding Transit management of any criminal dragusé conviction for a violation occurring in
the workplace within five days after such convintid=ailure to comply with this provision shall
result in disciplinary action as defined in Sect{ri0 of this policy.

G. TESTINGREQUIREMENTS

Analytical urine drug testing and breath testingdlzohol will be conducted as required by
49CFR part 40. All covered employees shall beexsilip testing prior to employment, for
reasonable suspicion, following an accident, andoan as defined in Section K, L, M, and
N of this policy. _Under Paulding Transit’s authigriall covered employees who have tested
positive for drugs or alcohol on a random, reastabspicion, or post-accident will be
terminated.

A drug test can be performed any time a coveredarap is on duty. An alcohol test can be
performed just before, during, or after the perfance of a safety-sensitive job function. Under
Paulding Transit’s authority, an alcohol test carpbrformed any time a covered employee is

on duty.

All covered employees will be subject to urine dtegting and breath alcohol testing as a
condition of ongoing employment with Paulding Trang\ny safety-sensitive employee who
refuses to comply with a request for testing shaltfemoved from duty and subject to discipline
as defined in Section O of this policy. Any cowemmployee who is suspected of providing
false information in connection with a drug testyino is suspected of falsifying test results
through tampering, contamination, adulterationsudrstitution will be required to undergo an
observed collection. Verification of the abovedis actions will be considered a test refusal and
will result in the employees removal from duty atisciplined as defined in Section O of this
policy. Refusal can also include an inability toyide a sufficient urine specimen or breath
sample without a valid medical explanation, as aslh verbal or written declaration,
obstructive behavior, or physical absence regyitirthe inability to conduct the test within the
specified time frame.

H. DRUG TESTING PROCEDURES

Testing shall be conducted in a manner to asshighadegree of accuracy and reliability and
using techniques, equipment, and laboratory faslitvhich have been approved by the U.S.
Department of Health and Human Service (DHHS). tédting will be conducted consistent with
the procedures set forth in 49 CFR Part 40, as detenThe procedures will be performed in a
private, confidential manner and every effort Wwi#l made to protect the employee, the integrity
of the drug testing procedure, and the validityhef test result.

The drugs that will be tested for include marijuaccaine, opiates, amphetamines, and
phencyclidine. After the identity of the donorcisecked using picture identification, a urine
specimen will be collected using the split specimeltection method described in 49 CFR Part
40, as amended. Each specimen will be accompagiaddOT Chain of Custody and Control
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Form and identified using a unigue identificatiammber that attributes the specimen to the
correct individual. The specimen analysis willdmenducted at a DHHS certified laboratory. An
initial drug screen and validity test will be comtied on the primary urine specimen. For those
specimens that are not negative, a confirmatory@aematography/Mass Spectrometry
(GC/MS) test will be performed. The test will bensidered positive if the amounts of the
drug(s) and/or its metabolites identified by the/M6 test are above the minimum thresholds
established in 49 CFR Part 40, as amended.

The test results from the DHHS certified laborataily be reported to a Medical Review

Officer. A Medical Review Officer (MRO) is a licend physician with detailed knowledge of
substance abuse disorders and drug testing. ThHe WiRreview the test results to ensure the
scientific validity of the test and to determineaetiter there is a legitimate medical explanation
for a confirmed positive, substitute , or adultedatest result. The MRO will attempt to contact
the employee to notify the employee of the non-tiegdaboratory result, and provide the
employee with an opportunity to explain the condraboratory test result. The MRO will
subsequently review the employee’s medical histoeglical records as appropriate to determine
whether there is a legitimate medical explanat@mrafnon-negative laboratory result. If no
legitimate medical explanation is found, the tesitlve verified positive or refusal to test and
reported to the Paulding Transit Drug and Alcohmigpam Manager (DAPM). If a legitimate
explanation is found, the MRO will report the tesgult as negative to the DAPM and no further
action will be taken. If the test is invalid witlut a medical explanation, a retest will be
conducted under direct observation.

Any covered employee who questions the resultsrefjaired drug test under paragraphs L
through P of this policy may request that the s@inple be tested. The split sample test must
be conducted at a second DHHS-certified laboratotty no affiliation with the laboratory that
analyzed the primary specimen. The test must bduaied on the split sample that was
provided by the employee at the same time as ihgapy sample. The method of collecting,
storing, and testing the split sample will be cetesit with the procedures set forth in 49 CFR
Part 40, as amended. The employee's requessfiitaample test must be made to the Medical
Review Officer within 72 hours of notice of thegirial sample verified test result. Requests
after 72 hours will only be accepted at the disoredf the MRO if the delay was due to
documentable facts that were beyond the contrtie@Employee. Paulding Transit will ensure
that the cost for the split specimen are coveraatder for a timely analysis of the sample;
however, Paulding Transit (under its own authonitil) seek reimbursement for the split sample
test from the employee.

If the analysis of the split specimen fails to dgonfthe presence of the drug(s) detected in the
primary specimen, if the split specimen is not dblbe analyzed, or if the results of the split
specimen are not scientifically adequate, the MRIDdeclare the original test to be canceled
and will direct Paulding Transit to retest the eoygle under direct observation.

The split specimen will be stored at the initidddaatory until the analysis of the primary
specimen is completed. If the primary specimeregative, the split will be discarded. If the
primary is positive, the split will be retained fiasting if so requested by the employee through
the Medical Review Officer. If the primary specimis positive, it will be retained in frozen
storage for one year and the split specimen wab &le retained for one year.
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Observed collections

Consistent with 49 CFR part 40 collection undeectiobservation (by a person of the same
gender) with no advance notice will occur if:
(1) The laboratory reports to the MRO that a specimeénvalid, and the MRO reports to
Paulding Transit that there was not an adequatécalezkplanation for the result; or
(2) The MRO reports to Paulding Transit the originagipee, adulterated, or substituted
test result had to be cancelled because the tdés¢ @iplit specimen could not be
performed.
(3) The collector, must immediately conduct a collectimder direct observation if:
a) They are directed by the MRO or Paulding Tran$#&PM to do so; or
b) The collector observes materials brought to thieectibn site or the employee's
conduct clearly indicates an attempt to tamper @ifipecimen; or
¢) The temperature on the original specimen was otdraje; or
d) The original specimen appeared to have been tachpétie.

l. ALCOHOL TESTING PROCEDURES

Tests for breath alcohol concentration will be asetdd utilizing a National Highway Traffic
Safety Administration (NHTSA)-approved Evidentialth Testing device (EBT) operated by
a trained Breath Alcohol Technician (BAT). Alcdlsareening tests may be performed using a
non-evidential testing device which is also apptblig NHSTA. If the initial test indicates an
alcohol concentration of 0.02 or greater, a sed¢estwill be performed to confirm the results of
the initial test. The confirmatory test must acoo an EBT. The confirmatory test will be
conducted at least fifteen minutes after the cotigrleof the initial test. The confirmatory test
will be performed using a NHTSA-approved EBT opedaby a trained BAT. The EBT will
identify each test by a unique sequential ideraifan number. This number, time, and unit
identifier will be provided on each EBT printouthe EBT printout, along with an approved
alcohol testing form, will be used to documenttimt, the subsequent results, and to attribute
the test to the correct employee. The test wilbbdormed in a private, confidential manner as
required by 49 CFR Part 40, as amended. The puoeedll be followed as prescribed to
protect the employee and to maintain the integritthe alcohol testing procedures and validity
of the test result.

An employee who has a confirmed alcohol concemtnadif 0.04 or greater will be considered a
positive alcohol test and in violation of this pgli The consequences of a positive alcohol test
are described in Section O of this policy. Evesutjh an employee who has a confirmed
alcohol concentration of 0.02 to 0.039 is not cdestd positive, the employee shall still be
removed from duty for at least eight hours or far turation of the work day whichever is
longerand will be subject to the consequences describ&ction O of this policy. An alcohol
concentration of less than 0.02 will be considexedgative test.

The Transit Department affirms the need to prategditvidual dignity, privacy, and

confidentiality throughout the testing processatliny time the integrity of the testing
procedures or the validity of the test resultsosipromised, the test will be canceled. Minor
inconsistencies or procedural flaws that do notaotphe test result will not result in a cancelled
test.
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J. PRE-EMPLOYMENT TESTING

All applicants for covered transit positions shaidergo urine drug testing prior to hire or
transfer into a covered position that requirespigormance of a safety-sensitive function.

Q) All offers of employment for covered positiosisall be extended conditional
upon the applicant passing a drug test. An applisiall not be hired into a
covered position unless the applicant takes a drsigwith verified negative
results.

(2) A non-covered employee shall not be placedsfiexred or promoted into a
covered position until the employee takes a drest with verified negative
results.

3) If an applicant fails a pre-employment drud,tése conditional offer of
employment shall be rescinded. Failure of a preleyment drug test will
disqualify an applicant for employment for a perafdt least two years
Evidence of the absence of drug dependency frombat&nce Abuse
Professional that meets with 49 CFR part 40 as detkand a negative pre-
employment drug test will be required prior totlfigr consideration for
employment._The cost for the assessment and dseguent treatment will be
the sole responsibility of the applicant.

(4) When an employee being placed, transferregramoted from a non-covered
position to a covered position submits a druguett a verified positive result,
the employee shall be subject to disciplinary aciiopaccordance with Section
Q.4-5 and 9 herein.

(5) If a pre-employment/pre-transfer test is caegdePaulding Transit will require
the applicant to take and pass another pre-emplolydrag test.
(6) In instances where a covered employee is cgnebeld leave for a period of 45

days or more, the employee will be required to tkieug test under Paulding
Transit’s authority and have negative test requits to the conduct of safety-
sensitive job functions.

(7) In instances where a covered employee has beepflaiout remains an
employee of Paulding Transit, the employee wiltéguired to take a drug and
alcohol test prior to resuming active safety-sevesistatus under Paulding
Transit’s authority if the employee has not bednjextt to testing or has been
out of the random testing pool for more than 45sday

(8) An applicant with a dilute negative test resultiw# required to retest.

K. REASONABLE SUSPICION TESTING

All Paulding Transit covered employees will be gaibjto a reasonable suspicion drug and/or
alcohol test when there are reasons to believedtiugt or alcohol use is impacting job
performance and safety. Reasonable suspicionrslealh that there is objective evidence, based
upon specific, contemporaneous, articulable obsensof the employee's appearance,
behavior, speech or body odor that are consistéhtpessible drug use and/or alcohol misuse.
Reasonable suspicion referrals must be made bguprrvisor who is trained to detect the signs
and symptoms of drug and alcohol use, and who neddp concludes that an employee may be
adversely affected or impaired in his/her work perfance due to possible prohibited substance
abuse or alcohol misuse. A reasonable suspicamhal test can only be conducted just before,
during, or just after the performance of a safeysitive job function._ However, under Paulding
Transit’s authority, a reasonable suspicion alctésti may be performed any time the covered
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employee is on dutyA reasonable suspicion drug test can be perfongdime the covered
employee is on duty.

The DAPM or a Paulding Transit supervisor shaltdmponsible for transporting the employee
to the testing site. Supervisors should avoidiptathemselves and/or others into a situation
which might endanger the physical safety of thagesgnt. The employee shall be placed on
administrative leave pending disciplinary actiosatéed in Section O of this policyAn
employee who refuses an instruction to submitdoug/alcohol test shall not be permitted to
finish his or her shift and shall immediately baged on administrative leave pending
disciplinary action as specified in Section O a$ tholicy.

A written record of the observations which led tdrag/alcohol test based on reasonable
suspicion shall be prepared and signed by the gigpemaking the observation prior to the
release of the test results. This written rectiall e submitted to the Paulding Transit
management and DAPM and shall be attached to thesfoeporting the test results.

When there are no specific, contemporaneous, &tiliobjective facts that indicate current
drug or alcohol use, but the employee (who is irebdy a participant in a treatment program)
admits the abuse of alcohol or other substancastgervisor in his/her chain of command, the
employee shall be referred to the SAP for an assass Paulding Transit shall place the
employee on administrative leave in accordance thighprovisions set forth under Section O of
this policy. Testing in this circumstance wouldgeformed under the direct authority of the
Paulding County Board of Commissioners. Sincestihgloyee self-referred to management,
testing under this circumstance would not be caeid a violation of this policy or a positive
test result under Federal authority. However -istrral does not exempt the covered
employee from testing under Federal authority &ifipd in Sections L through N of this

policy or the associated consequences as spetifieection O.

L. POST-ACCIDENT TESTING

All covered employees will be required to undergoe and breath testing if they are involved
in an accident with a transit revenue service \ehiegardless of whether or not the vehicle is in
revenue service that results in a fatality. Thidudes all surviving covered employees that are
operating the vehicle at the time of the accidewt @y other whose performance cannot be
completely discounted as a contributing factoht accident.

In addition, a post-accident test will be condudfeth accident results in injuries requiring
immediate transportation to a medical treatmeritifigcor one or more vehicles incurs disabling
damage, unless the operators performance canmangletely discounted as a contributing
factor to the accident.

Q) As soon as practicable following an accidestlefined in this policy, the
transit supervisor investigating the accident witify the transit employee
operating the transit vehicle and all other covemeghloyees whose
performance could have contributed to the accidéttie need for the test. The
supervisor will make the determination using thst liformation available at
the time of the decision.

2 The appropriate transit supervisor shall enthwsiean employee, required to be
tested under this section, is tested as soon asiqatale, but no longer than
eight (8) hours of the accident for alcohol, anthimi 32 hours for drugs. If an
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alcohol test is not performed within two hoursloé aaiccident, the Supervisor
will document the reason(s) for the delay. If #eohol test is not conducted
within (8) eight hours, or the drug test within I3@urs, attempts to conduct the
test must cease and the reasons for the failuestalocumented.

3) Any covered employee involved in an accidenstmafrain from alcohol use
for eight (8) hours following the accident, or wihi/she undergoes a post-
accident alcohol test.

4) An employee who is subject to post-accidertirigsvho fails to remain readily
available for such testing, including notifyinguwpsrvisor of his or her location
if he or she leaves the scene of the accident fwrisubmission to such test, may
be deemed to have refused to submit to testing.

(5) Nothing in this section shall be construedequire the delay of necessary
medical attention for the injured following an atmmt, or to prohibit an
employee from leaving the scene of an accidenth®period necessary to
obtain assistance in responding to the accidertg obtain necessary
emergency medical care.

(6) In the rare event that Paulding Transit is U@ad» perform an FTA drug and
alcohol test (i.e., employee is unconscious, eng#dyg detained by law
enforcement agency), Paulding Transit may use dnalgalcohol post-accident
test results administered by local law enforcenodfitials in lieu of the FTA
test. The local law enforcement officials mustéadependent authority for
the test and the employer must obtain the resuitemnformance with local law.

M. RANDOM TESTING

All covered employees will be subjected to randamgnnounced testing. The selection of
employees shall be made by a scientifically valethnd of randomly generating an employee
identifier from the appropriate pool of safety-stms employees.

(1) The dates for administering unannounced testfrgndomly selected
employees shall be spread reasonably throughouttbadar year.

(2) The number of employees randomly selected fiag/dicohol testing during the
calendar year shall be not less than the percensage established by Federal
regulations for those safety-sensitive employeégestito random testing by
Federal regulations. The current random testiteyfaa drugs established by
FTA equals fifty percent of the number of coveretpyees in the pool and
the random testing rate for alcohol establishe& D& equals ten percent of the
number of covered employees in the pool.

3) Each covered employee shall be in a pool frdritiwthe random selection is
made. Each covered employee in the pool shall Baxexjual chance of
selection each time the selections are made. Bmgsowill remain in the pool
and subject to selection, whether or not the engadyas been previously
tested. There is no discretion on the part of gameent in the selection and
notification of the individuals who are to be tekte

(4) Covered transit employees that fall under te@dral Transit Administration
regulations will be included in one random pool .

(5) Random tests can be conducted at any time glanremployee’s shift for drug
testing. Alcohol random tests can be performetljatore, during, or just after
the performance of a safety sensitive duty. Howaweder the Paulding
Transit’s authority, a random alcohol test may bdgrmed any time the
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(6)

covered employee is on dutyesting can occur during the beginning, middle,

or end of an employee’s shift.
Employees are required to proceed immediatethhe collection site upon
notification of their random selection.

N. RESULTOFDRUG/ALCOHOL TEST

A positive drug and/or alcohol test will resultdntion as specified herein.

(1)

(@)

Disciplinary action for a verified positive tesbfn a sample submitted as the
result of a random, post accident, or reasonaldgision drug/alcohol tesk(
0.04 BACQ) is termination from employmefithe employee will be informed of
educational and rehabilitation programs availabié shall be referred to a
Substance Abuse Professional.

Refusal to submit to a drug/alcohol test shall tvestered a positive test result

and a direct act of insubordination and shall tesuiermination A test refusal

includes the following circumstances.

(a) A covered employee who consumes alcohol withintgi@hhours
following involvement in an accident without fifsaving submitted to post-
accident drug/alcohol tests.

(b) A covered employee who leaves the scene of anamtidithout a
legitimate explanation prior to submission to daligghol tests.

(c) A covered employee who is suspected of providifgefanformation in
connection with a drug test, or who is suspecte@lsifying test results
through tampering, contamination, adulteratiorsustitution of a urine
specimen.

(d) A covered employee who provides an insufficienuweé of urine specimen
or breath sample without a valid medical explamatio

(e) A verbal or written declaration, obstructive belmyiefusal to sign the
required DOT drug and/or alcohol testing formspbysical absence
resulting in the inability to conduct the test viiitthe specified time frame.

(f) A covered employee whose urine sample has beefiedeby the MRO as
substitute or adulterated.

(g) A covered employee fails to appear for any testiwiti reasonable time, as
determined by the employer, after being directedadco by the employer

(h) A covered employee fails to remain at the testiteyumntil the testing
process is complete;

() A covered employee fails to provide a urine speaifiog any drug test
required by Part 40 or DOT agency regulations;

(i) A covered employee fails to permit the observatiomonitoring of a
specimen collection

(k) A covered employee fails or declines to take amseédest the employer or
collector has directed you to take;

() A covered employee fails to undergo a medical eration or evaluation,
as directed by the MRO as part of the verificapoocess, or as directed by
the DER as part of the “"shy bladder" procedures

(m) A covered employee fails to cooperate with any phthe testing process
(e.q., refuse to empty pockets when so directetthéyollector, behave in a
confrontational way that disrupts the collectiongass).
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(3) An alcohol test result a¢f0.02 to< 0.039 BAC shall result in the
removal of the employee from duty for eight hourshe remainder or the work
day whichever is longer. The employee will noliewed to return to safety-
sensitive duty for his/her next shift until he/shiomits to an alcohol test with a
result of less than 0.02 BAC. If the employee &aslcohol test result of
0.02 to< 0.039 two or more times within a six month perititk employee will
be terminated.

(4) Failure of an employee to report within five daysriminal drug statute
conviction for a violation occurring in the workpkashall result in termination.

O. GRIEVANCE AND APPEAL

The consequences specified by 49 CFR Parts 65bgdositive test or test refusal are not subject
to arbitration.

P. PROPER APPLICATION OF THE POLICY

Paulding Transit is dedicated to assuring fair emgitable application of this substance abuse
policy. Therefore, supervisors/managers are requis use and apply all aspects of this policy
in an unbiased and impartial manner. Any superinsanager who knowingly disregards the
requirements of this policy, or who is found toidefately misuse the policy in regard to
subordinates, shall be subject to disciplinaryaactup to and including termination.

Q. INFORMATION DISCLOSURE

To be considered for employment, all applicant$ élasked to give consent to Paulding
Transit for a background check of the applicanteavpus DOT covered employers over the
preceding two years. The background informatiomested will include:

Q) Alcohol test results of 0.04 or higher alcohol cemtration.

(2) Verified positive drug tests.

3) Refusals to be tested (including verified adultedadr substituted drug test
results).

(4) Other violations of DOT agency drug and alcohdlitgsregulations.

(5) An applicant who has violated any of the precedid@T drug and alcohol
regulations within the preceding two years will betconsidered for
employment; in the event that such violation issd@ained after employment
commences, the employee will be terminated.

All drug and alcohol testing records will be main&d by the Paulding Transit Drug and
Alcohol Program Manager in a secure manner, saodisatosure of information to unauthorized
persons does not occur. Except as provided beldw taw, the results of any drug/alcohol test
shall not be disclosed without express written eahsf the tested employee.

(1) The employee, upon written request, is entitledttain copies of any records
pertaining to their use of prohibited drugs or resof alcohol including any
drug or alcohol testing records. Covered employee® the right to gain
access to any pertinent records such as equipralntation records, and
records of laboratory certifications.
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2 Records of a verified positive drug/alcohol tesuteshall be released to the
Paulding Transit Drug and Alcohol Program Managet Bepartment
Supervisor on a need to know basis.

3) Records will be released to a subsequent emplaygrupon receipt of a
written request from the employee.

(4) Records of an employee's drug/alcohol tests skaltleased to the adjudicator
in a grievance, lawsuit, or other proceeding itéiibby or on behalf of the
tested individual arising from the results of tliagialcohol test.

(5) Records will be released to the National TranspioriecSafety Board during an

accident investigation.

(6) Records will be released to the DOT or any DOT agewvith regulatory
authority over Paulding Transit or the employee.

(7) Records will be released if requested by a Fedstiate or local safety agency
with regulatory authority over Paulding Transitthe employee.

(8) If a party seeks a court order to release a specaneart of a specimen

contrary to any provision of Part 40 necessaryllstggs to contest the issuance

of the order will be taken

R. SYSTEM CONTACTS

Any questions regarding this policy or any othgrears of the substance abuse policy should be

directed to the following individual(s).

Paulding County Transit Drug and Alcohol Progrannisiger:

Paulding County Board of Commissioner's Human ReseiDirector

240 Constitution Blvd
Dallas GA 30132
770/443-7521

Medical Review Officers:

Phillip Greene, MD

c/o National Diagnostics, Incorporated
6407 Idlewild Road, Suite 211
Charlotte, NC 2821

Phone: 704/364-7550

Substance Abuse Professional

SAP Services provided through our EAP:

EAP Consultants, Inc.

1765 The Exchange, Suite 275
Atlanta GA 30339
770/951-8021

Natalie P. Hartenbaum, MD
c/o First Lab

1364 Welsh Road Suite C2
North Wales PA 19454
Phone: 800/732-3784

W. Myles Hassler, LPC, CEAP, SAP
1900 Century Place NE, Suite 200
Atlanta, GA 30345-4302
770/242-4437

Moshe Gittelson, LCSW, SAP
250 Arrowhead Blvd.
Jonesboro, GA 30236
404/617-2469
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DHHS Certified Laboratory:

Preemployment, Postaccident, Randoms:

& Reasonable Suspicion: Laboratory Corporation of America
Advanced Toxicology Network 1904 Alexander Drive

3560 Air Center Cove Suite 101 Research Triangle Park NC 27700
Memphis TN 38118 800/343-8974

901/794-5770

This Policy was adopted January 8, 2002 by the Palihg County Board of Commissioners.
Attachment A

Paulding County Transit— FTA Covered Job Classificatons

Title Testing Authority
Senior Center Manager Paulding Transit/FTA
Senior Center Assistant Paulding Transit/FTA
Transit Supervisor Paulding Transit/FTA
Van Driver Paulding Transit/FTA
Fleet Maintenance Manager Paulding Transit/FTA
Shop Supervisor Paulding Transit/FTA
Mechanic Paulding Transit/FTA
Equipment Service Worker Paulding Transit/FTA
Welder Paulding Transit/FTA
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Attachment B
Alcohol Fact Sheet

Alcohol is a socially acceptable drug that has beesonsumed throughout the world for
centuries. It is considered a recreational beveragwhen consumed in moderation for
enjoyment and relaxation during social gatherings.However, when consumed primarily for
its physical and mood-altering effects, it is a siudtance of abuse. As a depressant, it slows
down physical responses and progressively impairsental functions.

» Signs and Symptoms of Use

- Dulled mental processes

- Lack of coordination

- Odor of alcohol on breath

- Possible constricted pupils

- Sleepy or stuporous condition
- Slowed reaction rate

- Slurred speech

(Note: Except for the odor, these are generalssigr symptoms of any depressant substance.)
* Health Effects

The chronic consumption of alcohol (average ofdtgervings per day of beer [12 ounces],
whiskey [1 ounce], or wine [6 ounce glass]) ovardimay result in the following health hazards:

- Decreased sexual functioning

- Dependency (up to 10 percent of all people whokdainohol become physically and/or
mentally dependent on alcohol and can be termedtalic”)

- Fatal liver diseases

- Increased cancers of the mouth, tongue, pharyophegus, rectum, breast, and
malignant melanoma

- Kidney disease

- Pancreatitis

- Spontaneous abortion and neonatal mortality

- Ulcers

- Birth defects (up to 54 percent of all birth defeate alcohol related).

e Social Issues

- Two-thirds of all homicides are committed by peopt® drink prior to the crime.

- Two to three percent of the driving populationdgdlly drunk at any one time. This rate
is doubled at night and on weekends.

- Two-thirds of all Americans will be involved in @hcohol-related vehicle accident
during their lifetimes.

- The rate of separation and divorce in families wiitohol dependency
problems is 7 times the average.
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- Forty percent of family court cases are alcohobfm related.

- Alcoholics are 15 times more likely to commit sdieithan are other segments of the
population.

- More than 60 percent of burns, 40 percent of féspercent of boating accidents, and
76 percent of private aircraft accidents are altoflated.

The Annual Toll

- 24,000 people will die on the highway due to thgally impaired driver.

- 12,000 more will die on the highway due to the htieaffected driver.

- 15,800 will die in non-highway accidents.

- 30,000 will die due to alcohol-caused liver disease

- 10,000 will die due to alcohol-induced brain diseas suicide.

- Up to another 125,000 will die due to alcohol-rethtonditions or accidents.

Workplace Issues

- It takes one hour for the average person (150 pgundorocess one serving of an
alcoholic beverage from the body.

- Impairment in coordination and judgement can bedbjely measured with as little as
two drinks in the body.

- A person who is legally intoxicated is 6 times miikely to have an accident than a
sober person.
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Attachment C

Minimum Thresholds

INITIAL TEST CUTOFF LEVELS (ng/ml)

Marijuana metabolites

50

Cocaine metabolites 300
Opiate metabolites 2,000
Phencyclidine 25
Amphetamines 1,000

CONFIRMATORY TEST CUT/OFF LEVELS (ng/ml)

Marijuana metabolites

15

Cocaine metabolites 150
Opiates:
Morphine 2,000
Codeine 2,000
Phencyclidine 25
Amphetamines:
Amphetamines 500
Methamphetamine 500

Delta-9-tetrahydrocannabinol-9-carboxylic acid.

Benzoylecgonine

Specimen must also contain amphetamine at a caatientgreater than or equal

to 200 ng/ml.
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